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ABSTRACT
Several workin"g papers and a guidebook to the

Comprehensive Planning Process of Maryland's Montgomery County Public
Schccls gave-been collected to form this document. The process itself
was developed in 1979 and will be pilot-tested.. dtring the 1981 fiscal
year. These materials, therefore, constitute an interim report cn a
process yet to be cast in final form. The program itself is divided

__into six stages and subdivided into twenty-one steps, covering the
following areas: needs assessment; needs prioritization; development
of measuratle objectives; generation of alternative plins for meeting
\,cbjectives; selection of preferred plans; integration and
reconciliation of plans selected by different organizational units in
the system; implementation, evaluation,, and recycling of plans; and
orrelation of the implementation activities with budget development.
The process is intended for use at every level of the system and by.
every orgarizational unit within the system. Included in the dodument
are a conceptual overview, planning materials for developing'schcol
information summaries at the elementary, junior high,, and high school
levels, a discussion of and planning materials fcr needs assessment,
a guide for planner supervisors, and a guidebcck for the planning and
implementation team, as well as supplementary information and sample
forms. (PGC)
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Major Purpose:

CY%
trti

1979-80

.

To improve educationalopportunities for students .through increasing
management effectivel4eas and efficiency focusing upon planning for FY 81.
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SENT OFFICIAL NATIONAL INSTITUTE OF
EDUCATION POSITION Cap POLICY
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LIU Anticipated Results:

,

Besides generallyimproved planning, the results anticipated initially
include '(a) ,..a "reduction in-the number Of MCPS priorities and (131,,,,an!
improvement in the.integration.of planning among organizational levels
.and units (by clarifying how units' plan, the means for influencing or
=being influenced by others' plans, and low to reconcile the plan .prior
to final approval). These significant gainS will justify the ti and
effort involVed in changing the present manners in which MCPS .p s to
a more systematic process.

fib

End Products://410

S

.

1. A priority listing of 4-7 needs with objectives for meeting the needs.

2. Documentation to justify each need based upon "hard data" and staff,
/student, and/communitropinion.

3. / A "matrix" displaying the interrelationship of priorities among units
./ and Jew .s.

Action ans providing budgetary infdrmation, describing how the needs
will met, and summarizing why other :`approaches' were not preferred.

Challenge:

A elationship between requested resources to meet priorities-and
al proved budgetary resources.

lemen ation schedules'with periodic status reports (reports to be done
on exception basis).

To provide professional leadership for the Board of Education and the MCPS
community through more systematic planning,'
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STAGES AND STEPS

Stage I - EXAMINE APPROVED PURPOSES/PRE#NT PROGRAM'

'1. Examine Approved Purposes
. 2. Examine Present Program

,1 Stage II --IDENTIFY NOTEWORTHY PROGRAMS/ACTIVITIES TO ELIMINAiE/NEEDS/IASSESS.1

3. identify Noteworthy Programs
,4. Identify Activities Eligible'for Reduction or. Elimination
5s Identify Initial Set of Needs to Assess
6. Confirm Programs, Activities, and Needs with Supervisor

Stage III - ASSESS /PRIORITIZE EDS AND ESTABLISH OBJECTIVES,

7. Conduct the Needs Assessment
8. Prioritize Needs and Select Needs to Pursue
9. Establish Tentative, Objectives with Standards

10. Review the Priorities, Needs,. and Objectives with Supervisor
11. .Reconcile and 4prove the System Priorities, Needs, and ObjectiVes

at All Levels

Stage IV DEVELOP ACTION PLANS/BUDGET REQUESTS

12. Develop Several Possible Plans foi Each Current Need,
13. Select Preferred Plana . - -.

14. Integrate Previous Year's Needs with Current Needs
15. Examine and. Reviae'Previous Plans Based UpoiLAPProvea Rea?urces
16. 8epaiate Plans Into Years of illieentation apd Budget'
17. Review the'Preferred Plans,.Integration Reviaion, and Separation

with Supervisor . -
. .

18... Reconcile andApprOve Plans and FY'81 Budget Requests at All Levels

1 Stage V - IMPLEMENT PLANS 1

19. Implement Plans

1 Stage VI - EVALUATE /RECYCLE,!

20. Reevaluate Plans and Evalte Results_
21.- Recycle
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SUMMARY/ANALYSIS

MCPS Comprehensive Planning Process

This summary---reflects---the-fo4owing_contacts_and___ involvement in _the_de-

velopmental stag,049f the MCPS Comprehensive Planning Process:

(a) Initial contact with Dr. Stern and Dr. Steller to
disc4ss pbssibility of involvement as-donsultantt..(March 7, 1979)

(b) Reviewing materials describing the MCPS
Comprehensive Planning Process (March 7- 15,'179)

(c) Meeting with Dr. Stern and Dr. Steller to
discuss observations regarding materials, (March 16, 1979)

. ,
A

(d) Participating in IMPS Comprehensive Planning
Process Conference ' 9 (March 23,.i979)

(e) Reviewing revisions in planning materials
-

(April 17-19,A97) )

" ,
-,......)

General Observation

,Over a period of approximately ten years, I ve observed and directly

participated in comprehensive planning processes, conducted byftchool systems of
-4
varying.dize, throughout the cduntry. I have no hesitancy in stating that of all.

programs with which I have had contact or involvement, the MCPS Comprehensive

*planning Process is the best designed, mist -thoughtful;,and is being most care -

fully introducteA and implemented. It is a very sound program. A

. -

Specific Observations
1 -

1. Development/RefineMent o the Planning Process

The`' structure' of the-prkess goes beyond mere adherence to conventional
1

J

standards of sound comprehensive planning. The process:

(a) Is, very detailed "and explicit in' its explanations 'of its _major
stages and steps.

0

(Reflects revisions and refinements in substance and format that
have resulted from suggestions made Ips reviewers.

43
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\,



-2-

(c) Indicates responsiveness to reactions and suggestions of
of thole who will be involved in its implementation.

(d) Provides clear directions -for - carrying out the_process_and_co-
' ordinating the various steps among the organizational units of

MCp. This, is most significant thrust because it is central
to the success of the program.

The most recent revisions of the CPP working reports(A Conceptual

Overview, Just What is aeed, Anyway, 1979-80 Guidebook, and School. Information

Survey) are much improved over earlier drafts. Excess verbiage has been de-

creased, schematic presentations are sharper, and instructions are more concise
lr.

and understandable.
A,

2.'Responsiveness to Recommendations of Partin ipants From March 23" Conference

It was a wise A.ecision to let FY 80 be a pilot year. The need for this

ehange seemed to me to come through clearly in the groups I audited in the
4

7 Mardi.' 23 conferepce.

The fact that some units .have already volunteered to participate in

FY 80 activities and more may do so will provide valuable '"shake down" ex-

perience for FY 81 and make full implementation of the process more successful..

(Many school districts'that have embarked upon comprehensive planning pre-..
. _

maturely have very often'llved to regret it because it endangered the ultimate

success of the program.)

The changes made in the drafts of the planning reports, referred to

above, confirm suggestions made in'the'liarch 23 conference. Thii is especially

true with regard to Jut What is dAgeed, Anyway, 1979-80 Guidebook, and'SChool,

Inforlation Summary.

At the March 23 Conference, my impresSion was that the participants

were quite receptive toward the, MCPS CoiAprehensive Planning Process, in general

terms. The fact that their suggestions were considered and:, for the most part,

heed builds credibility in the staWpf,the Office of PrOgraM DeVelopment.



3. Planning Process
. . -.

I4116ve,ayeady statq My'ollerall opinion about the W
At
esign of CPP. The

r A

twenty-one steps, gompriOng :Ise six stages, are intrinsically sound and logical.

/:
Initially, the-Oresantation.of the 43rocess seemed somewhat' overwhelm-

. ,.

ing in scope and:detail. As I became more conversant with the rationale behind
4

each step and as revisions were made in the procedures, I became convinced of

the appropriateness 9E each of the planning documents.

The key to successful implementation of the process itself will be

the equipping of the personnel in the various organizational units to understand'

the total process and the.ways it will affect interrelationships among levels

and united in the schoo?system. The steps which'the Office of Program Develop-

ment have taken and plan to take (as outlined in the Summary o Key -Events in

Implementation Schedule) are designed to attain good orienta4on and understanding.

Three types of orientation (districtwide, unit, and 'individual) are gri.

1
provided for. Each is important. During FY 80, for those units thatAll be

itg the program, it will be idportant for the Cootdinator For Systemwide PlanJ-4.,

ning to conduct as.many on-site visitations, as time may permit, to get first-

hand reactions about how things are going, to identify problems that may be en-

countered, and to provideadireqt.and timel ssistance.

, Written instructions are necessary and useful, but direct on -site

trouble-shooting" is important. There are other ,reasons for Auch indivial

monitoring, but a very practical one is to fulfill a sage,o3iservation made,

many years,. ago by a personnel executive of a large corpor tion who observed, in

a meeting of school personnel administrators, that "peorJ.e do what is spected

rather than what's ekpelted."-This admonition, used

has application in the implementation of the CPP.

a constructive context, .
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4. Other Recommendations/Observations

The development pf audio - visual materials which will augment written

guidelines 'should be seriouslir considered and, if feasible, should be developed.

Planners in the various units will be enabled, by the availability of such

materials, to do a better job acquainting their people-and patrons with the CPP.

4

As earlier stated, the determination to use 1980 118 a pilotlperiod'.

was a prudent decision. The reorganiiation of MCPS, the shif s of key, personnel,

and other changes need a period of. "settling-tn" and 197:9-80 11 be that time.

To have super-imposed the comprehensive planking process upon z se important

changes would have imposed undlib-risks upon its successful 'operat on.
1

,

, While it may seem that a year's delay in comprehensive p nning is a

I-

year lost, this is. not the case. Planning will be going on in F jil a pilot

manner. In addition, thing will be learned .that.will make FYJ81 a much more

`successful one:

'While the Coordinator of Systemwide Planning will be the key. person

to 04°11-site monitoring and auditing of the CPP, consideration may well be

given, in(FY 81, to use an "external auditor" tomake on-site visitations. The

reason is that sometimes an external auditor can obtain more.forthcominkin-

formation and form impressions that will be more objective than can be made by

an internal auditor.

.
In conclusion, I merely wish to re-iterate what I'stated, at the,outset,

that the CP is a promising program for a school system that has long had

reputgtion f r designing and instituting exemplary educational management programs.

Prepared by:

"George B. ,Redfern
Consultant
Arlington, Virginia
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F. (Optfbnal) The derived "tentativu needs" will be available te the Board
for discussion and Possible modification before distribution to planners.

NOTE: Being .aware of some of the "tentative needs" as developed by the
B6ard will be most helpful to the sehool'principals and other planner.
as they 'identify and asness needs.

Blatribution of flibBoard's "Tentat1WL eds" to Planners June 18

*IV. Completion .of "Needs to Assess" by Planners June 18

*V. Completion of Assessment and Prioritization by Planners - August 3

VI. Update on Comprehensive Planning Process Pilot - Mid-July

*VII. Reconciliation a Staff Priorities by Administrative Team - August 10

VIII. Setting of Priorities by Board of Education - August 2-1'

The procedures outlined in II Step C, D, abd E will 'be repeated and then
the rank-ordered priorities will be available for discusion and possible
modification by the Board before adoptioii as the priorities of the Board
of Education.

,NOTE: The Board's priorities will provide guidance fOr the staff as they
develop action plans and budget requests for FY 81. The approved
priorities will asist the Board throughout the budget development
process, in establishing its calendar, in forming. its agenda, and
in other matters related to setting NCI'S'S compass.

Completion of Staff's FY 81 Action Plans and Budget Requests November 1

.4

1

.*Steps not directly involvinzwthe Board.
,



THE BOTTOM LINE"

A Plantler has to....

PILOT YEAR

a) Have a local planning team, rt
b) Read the 1979 -;80 Guidebook,

. c)' Use Steps r-6 (and substeps and forms) as determined appropriate by
the planner's .

*d) Complete Steps 7 -10, including the use of the form "Indication of Need"
fok the 3-6,needs selected to pursue,

*e) Select preferred plans (Step-13) and complete appropriate "Action "Prtetb4........
forms,

f)' Review with supervisor (Steps .6, 10, and 17),
g) Implement plans in FY 81 and submit "Status Reports", and
h) Provide feedback to the Office of Program Development, as requested.

Planner should....

a) ReadIall of the planning materials, and
b) Use had modify specific aspects of the entire planning process, as

appropriate.

The Supervisor of a Planner has to....

a) Read the 1979-80 Guidebook,
b) Determine how to best complete Step 6, including how to use the

"Needs to Assess" form,
c) Set deadlines for Steps 6, 10, and 17,

*d) Provide supervision and guidance for other planners,
e) Approve the planning units' products and procedures,
f) Complete "Consolidating Objective" forms for planning units (Step 11)

within his/her unit,
g) Review with his/her supervisor (Steps 6, 10, and 17), and ,

h) Provide feedback to the Office of Program Development, as requested.

The Supervisor of a Planner should....

a) Read all of the planning materials,
b) .Engage in the planning process for his/her own unit, and
c) Use and. modify specific aspects of the entire planning process, as

1

appropriate.

Reminder: This is a pilot year to improve upon the planning process. Please
work through the process as best you can, let the Office of Program
Development k t help you desire, and think of what improvements,
can be made-f year.

*E(forts should be focused upon these steps,psing the "Indication Need" and
"Action.Plan" Forms as a guide.

3
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A CONCEPTUAL OVERVIEW

IVE

Dr. I. L. Roy Stern, Associate Superintendent
for Program Development

Dr. Art 'Steller, Coordinator of Systemwide
Planning



The Montgomery County Public Sehooln
Comprehennive Planning ProceNo

Introduction and Rationale

tit the Montgomery County Public Schooln, educational planning ham exinted in some
form and has mer-wIfh-varytng-degreen of NuCcemm. S-opvpamTApproneNcri have been
incomplete or fragmented, and have failed to provide a comprehensive structure for
systemwide decision making. While the beginning mtagen of any project require nn
additional inventment of time and effort, thin planning procenn in denigned ultimately
to streamline and complement present operationn. Residen generally improved plan-
ning, the remultn anticipated initially include (a) a reduction in the number of
MCPS priorities* and (b) an improvement in the integration'of planning among
organizational levels and unitn (by clariying how units plan, thb means foer
influencing or being influenced by others' plans, and how to reconcile the plans'
prior to final approval). These significant gains will justify the time and effort
involved in changing the present mender ip which MCPS plants to a more systematic
Frocens. Further, thia.Manning process will provide a basin for the allocation
of available human and material resources according to systemwide prieritien.

The.dlverse and rapidly changing issues faced by the educational community necessitate
Improved methods of planning. The general public seems to be opposed to increased
funding for schdols without proportionate gains.in-'results. In contrast to the
past, the Montgomery County Public Schools .ies currently faced With a continuous
decline in student enrollment, a decreasing share of county fun for education,
mandated inreases in some special services due to federal and sta e requirements,
and an increase bn inflation which lowers the purchasing power of he budgeted
dollar. The net result of these factors is greater school system expenditure
levels for a smaller number of students with some .segments of the public questioning
OA! efficiency of the' educational system and its ability.,tO manage its resources.

This planning process will expand the oppietunities for teachers, parents, taxpayers,
students, and other segments of the educileonalcommunity to participate in the
decision-making process, particularly at the school level. While input is fre-
quently sought from such groups at present; this planning effort-will describe and
clarify the ways such input will be used in decision making. Consequently, people
will continue to have the benefits of meaningful involvement but will also be
able to see the ways in which such input can influence the decfsions and priorities
of the school system: N.

The overriding purpose during the first year is for theMCPS Comprehensive Planning
Process to improve educational oppottunities for students through increasing
management effectiveness .and efficiency focusing upon planning for FY 81. The
Comprehensive Planning Process will gradually result in the formulation of short-
and long-range plans for the school system. MCPS organizational units will utilize
a commen planning appi.oach, resulting in an identification of needs, priorities,
and objectives. MCPS curriculum development will be an outgrowth and user of the
planning' process. Resources will be funneled toward meeting the system's targeted
needs. This "planning by exception" approach will Pleus upon approved priorities
among needs verified at the school level. Used in this way, the planning process
will contribute to improved student progress by closing gaps-between current and
desired conditions.

*Each unit is seen as having 4-7 priorities,, including those 'countywide priorities
which impact the local unit. '(If one considers only .those priorities of the
Board of Education, superintendent; deputy superintendent, and the associate
superintendent's, there are presently 1501-200 MCPS "priorities," most of which impact
upon each unit.

N 1424



The Montgomery County Board of Education and the .superintendent of schools have
.recognized the need for a continuous, comprehensive, and cooperative planning.
prOcpss.for MCPS to assure that. the needs of all studentsare met -(Resolution

- -NO:744-75, October 27, 1975). -The_prsent Board of Education aitreciates the
neidfor comprehensive planning. _ABoardTsponsared resolution wakpassed,in
JAUary,.1979,reqUiring-the creation of a"cOmprehensiVe countywide7planning

. processand.plan. Additionally, the benefits ofo<omprehensive.echicational:planning
.can.be,realized in'the aimmediate.future, awell as "on a long-ranges baAis,and-can l...-4,..s

have -an iMpacton'everY level Jl/the sehool:system.. The overriding benefit is. that
we can dO Vettet through planning than WiLthout-iti' we can work more effectively 1

and eff4.CiOrly with greater satisfactions; and, above al/we'can provide improyed
prOgra0Saria'services to MCPS students. . ..'

i

.,4.,t, .4 .

...,..
.., ,

,, Assumptions

The -following assumptions served as the basis for.developMent of .the MCPS
Comprehensive Planning Process:

1. Broad-based involvement of an institution's members and clients is desirable
in order to maximize both the validity 'and likelihood of sliccessful imple-
mentation of decisions.

2. Coopecative inVOlvementandtecision making within the planning proceSs
enhances communication and'espirit de corps within an. institution and is at
the same time dependent upon that communication and eSpfrit de corps.

3.. It is possible to establish broad-based input and-cooperative decision making
and at the pane time satisfy thg longrange demands upon the system for
improved clarity, iroductivity, efficiency, and effectiveness.

4. diIt is possible for all institutional members and stakeh ders to have the
opportunity to take part, at. least indirectly, in planning and. for there
to be many "planners"* assessing needs, setting priAities, formUlating
objectivea, and developingplans.

5, All "planners"* will know the needs of their organiZational units and will
thus be able to take part,in the plAnning process .for determining priorities
among needs either for the system as a whole or major segments of it.

6. MCPS can bestachieve its mission by planning for all aspects of;the whole
system. and the interrelatedness of the parts, rather than by each individual
section developing unique plans.

7. While it is not possible, to identify all the needs of a system, comprehensive
planning increases the likelihood that the most important needs will'be
diagnosed and will receive high priority.

8. The terns and procestures'related to stating and verifying needs and deter-.
mining priorities among them can be agreed upon systemwide, understood, at
made a part of everyday thinking andpractice within the school system.

*The term "planner is used to indicate the head administrator (or designee) of
each organizational unit who is engaged in planning.

A,

y.
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9., ',fforts7 to achieve the required systemwide understandings and practices ill
be dpnsistently pursued by all Ulvolyed parties over a long enough period 4!
- time if the comprehensive planning' process is appropriately developed,
adequately supported, and' properly presented to J4CPS to produce the behavioral
changes wittrin- individuals .ana. the .sptem itself to reach the anticipated
benefits.

. ,

. Comprehensive, broad -based planning: tan be achieved without an increase, over
. the Jong tun, _of- the workload of most_people in the syeteni bui,will require.
a redirection or reallocation. of peoP'.1e!s. efforts.

.

. Benefits of Pianning

To Individual Planner or Planning Unit

Provides for input and influence on dedision making

P

Allows resolution of differences via negotiations

,.

Provides basis for budget' requests to auppOrt unit's priorities

Involves many people in the decision-making process, thus taking into
consideration various,perceptions of how the unit is functioning

. . Provides input into other unit's priorities and, methods of delivery

Provides for effective two-way communfcation in situationa in which an
individual or unit is impacted by others or in .which others are affected

, by the individual or unit
.

S upports the allocation and . use of human and material resources

Focuses on a limited number of priorities rather than, the universe of
needs

Allows individual or ugit, to concentrate resources to solve pressing 'local
iiroblem(s)

Clarifies direction and focus of individual or unit

. Provides easy mechanism for monitoring and controlling programs

Provides justifiable bases fok modifications and revision

. Reduces the probabilities of having to react to crises.' Individuals or
unit. may, be able to do anticipatory planning based on their own past ,

experiences and those .of others..

Allows for the diminution or elimination of the lowest priority objective (s)'
if a Crisis. situation occurs (e.g. , news state mandate, new BOE priority,
radical change in local situation)

Provides for knowledge of and Involvement°in totaL school system efforts



Provides support fop change prior to the implementation of the .change

'EncOIurages'the elimination or reduction. of effort in .areas which are
marginally productive "

To School S3;istem as an Entity -- Many of-the aboe benefits. plus

.1)

_

t
Pfoi/ides a means-far improving. the quality of education

. .

the follotang

.

' Allows appropriate decision making to occurat'each level of the syste
*

.
7 ..

Provides ongoing, self- renewing process for total school system

Provides a means to increase unity and coordination of the total

/
e ucation-

program

Provides densistehcy in planning-process
.6-

. ,Provides the system with a mechanism for involving diverse chtituencies
in petting priorities and-Allotting resources

Provides a smooth tranelion into the budget process
/

Provides ready reference to status of implementation theiloughout the year

Highlights for the public their cOntributionto the eargeted objectives and
`standards prior to implementation

Provides knowledge of.the.process of evaluation Oior to implementation
rather than after the fact /.

Provides the superintendent and Board of Education info mation upon which
they can make timely'decisions about program4 or processes

r-

.Promides information on how well the.school'system is performing its job
as, perceived by many different groups nazi just the vocal and well organized

. Should provide stronger and better erg nized support for the public schools

Brief Descriptip of MCPS Comprehensive Planning Process

Figure 1 portrays the major stages of the MCPS COmprahensive'Plannihg ocess. A
flow chart, located in another section/ot this,aper, optlines the steps involved
in the process, The Planning'Guideboak and other plahnft'papers describe the
process in detail and provide sequenced substepa and'directions for effective
implementation.

School principals; other chief administrators of divisiohs, departments, or offices;
and the Beard of Education are being requested to follow'the comprehensive planning
process in developing their FY plans and budget requests. These plans and_
budget requests should include a'distinction between*maintenance of ongoing emphases
and new thrusts.

4
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MAJOR STAGES-

EXAMINE APPROVED PURPOSES/PRESENT PROGRAM

1

IDENTIFY NOTEWORTHY PROGRAMS/ACTIVITIES TO ELIMINATE/NEEDS TO ASSESS

P

ASSESS/PRIORITIZE jIEEDS AND ESTABLISH; OBJECTIVES

DEVELOP ACTION PLANS/BUDGET REQUESTS

IMPLEMENT PLANS

EVALUATE/RECYCLE

Figuie I

5



.

A set of steps are involved starting with the examination of approved purposes
rwhat-sliouId be") and present programs. ( "what is"). Needs (gapsbetw9e6 "what
should he" and "what is") are then assessed,.priorities are set, planS-ere:created
and btidgets are established. Not all of the steps are rkluired. The' most .erucipl

stage'of the process is thdt of assessing and prioritizing nee& and establishing
objectives. The establishment.of 'priorities should not necessarily betnterpryted
as ordering titedA accordingto greatest.good fdt the-greatest number" (i.e.,
a need for minority or handicapped student§ may hava higher prioritY7than a,need
relative to a larger portion of the student body). Wi-thin this.Segment,thesystM
takes coordinated- aitdeat its future`.. TheCimpletentation and evaluation/tedycling
stages are applications'and tests of'theepprove&prans.

2
There are three times in the process when progress is revewed by and approvalto
proceed obtained ftom one's supervisor(this does not pertain to the Board. of

4 Education)'": Likewise, on two occasions, within a coordinated and concentrated
.441: time period,.all of the supervisor-approved work will be reconciled and approved

throughout' the systeM. These latter two steps establish the interrelatedness of
okganizasional levels-end how, for example, a school's priorities influence the'
Board's priorities and vice versa.

Goals of the MCPS Comprehensive Planning Process

4...

. To pro vide a rational process fur decision making, particularly with respect
to the allocation of resources

.' To clarify and streamline the" nterdependence of va4ious countywide opera-
tions and information systems related to planning

To establish a' means. for adjusting-approved priorities and plans, if
conditions change

. 'To meet as many of,the identified needs, as possible, within existing
constraints

Ta identify, assess, and prioritize educational needs as discrepancies
between current and expected results for each organizational unit which
includes each of the schools and MCPS as a system

To develop and implement a framework of interrelated goals and objectives
V

based upon the prioritized needs of MCPS

To generate alternative management plans, select cost-effective preferred

plans and reconcile the plans throughout MCPS' to form the basis for the '

preparation of. the budget

To create implementation and evaluation procedures for the approved

management plans %(

To formulate procedure for reviewing and recycling the management plain

in light of the achie ement of the stated objectives

7

J



8

Organization for'Plarining

The planning proceSs providea,a structure. within which .de'cisi'ons Are' made, communi-
Cation-linkageq are utilized,.' eople are organized, and time lines Are established.
Many organizaelons Continually create new structures, to meet predsing demands.,:
The positibr(taken in the MCPS planning.procegs is that existillgtruCturesAn
this system are sufficient;possibly with only' kightmodifications, to contribute
to comptehenSive planning. process:

: . a
The simplified organizational chart (see Figure *represents the 'MCPS units to

-ok be involved in.thep1Spfting process, le major organizational units for this
purpoSe aie (a) di..y444s, departments, and the offices of associate superintendents and
organizational units reporting directly.. to the superintendent'at the central office
level; (b) schools:and the area offices for the school7based level; and(c)the office
ofthe superintendent at a systeMOide level. .The deputy superintendent's office
will be considered as part of-the superintendent'S office.. The Board of Education
constitutes a planning unit whose function 'is somewhat different from the above units,
(See explanation which follows.)

Manner

The term "planner" is used to indicate the head administrator of.each organizational
unit who is-engaged in the. planning process. There are additional persons whose
position titles include theword "planneei4for whom planning-is virtually a full-
time responsibility. Consequently, MCPS,,as the process becomes implemented, will
have large numbers of educational planners contributin to loca and systemwide
plans.

Local Planning Team

It is suggested that the administrator in charge of each organizational unit utilize
an existing-cOordinating group, such as a, steering committee.or coordinating council,
as.a.local planning team. Besides the planner, a local planning team would incluci
representatives from its own members' units it Supervises or coordinates, other
unite with whom it intera06, alnd, perhaps, the community: For example, a school
planning team" could consist'of the'principal, some classroom teachers, other staff,
parents other citizens, and, perhapi, students.- Central office units who service
other0PSunits stiould conaider including such "clients" on their planning teams
or obtaining feedback through a liaison system.

New groups need not be formed, unless no other'body exists to fulfill. this tole.
The'label"localplanning_unit" is referred to occasionally throughout the'descrip-,_
tion of the planning process; howeveit is- not intended that steering committees,
liaison. grou0s, etc., rename theg01$0 "local planning teams." The two overriding
responsibilities of the local p1441Ninkteam are to coordinate the planning. procieSs
end serve'as.CommuniCation bonds With other local planning teams.The composition
Of such,a local planning team would have less than five members, if possible,
since it is a working body.

P



Board of Education

S perintendent
,

Deputy Sup!rintendent,

Area Associate,

Ouperintendents

High
Schools

Middle/J.H.
-Schools

Elementary
Schools

.

'Offices of -

-7
cl//

77"Associat

Superinten ents.

Departments

Units Reporting !

Diredtly, to

'Superilitendent.--

SIMPLIFIED ORGANI1ZAtili4L CHART FOR PLANNING PURPOSES

Figure 2
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Systemwide Reconciling/Planning Team

The Superintendent's Administrative Team will serve as.the s stemwid:planning team.
Other MCPS staff members may be asked to join the Administrative Team frbm time to
time in relation to. specific' aspects of some plans or at key'juncturesof the process
itself. The administrative earirfunctions as a vehicle ,for synthesizing the ideas
both of MCPS'leadershiP, and of the members of their respective units.. The planning
roles of this group are to recommend administrative decisions, provide guidance
for. system goverpnce, foster communication, relate the. interactions of the various
plans, and create and recommend.sstemwide plans. 'A unified and collaborative direc--
tion and collective effort will result from the work oftthe systemwide planning team.

The' comprehensive planning process calls for the superintendent's Administrative
Team to coordinate two. specific steps, namely, rqconciling and recommending the
system priorities, needs,',,and objectives ht all levels and reconciling the actin
plans of all Oanizational units.

'Planning Coordinator

A Prime responsibility Of'.the.Offibe.pf,PrOgram Development is thecbordinati
the comprehensisie planning process. 'Ihe-main emphasis of the school systeOF
planning, is to further the instructional prOcess which is why centraliz

.
. -4

planning has been 6Stablishedin this office.,.. As previouslx cited, niPperous
!( _.-Aindividuals and activities concerned with planning must be Coordinated. Th.q:

.-r coordinator.ofisystemwfbie planning, in cooperation with other personnel in,..'th.7-
system, facilitates the coordination of the entire planning process. ReSpon7 i

sibiliies of the'7Coordinator include developing the comprehensive plaAningprO
initiating and coordinating,implementation of the process, working with the'15-4
department to design the interrelationip of the planning proCeSs andytheW
working with.Othei MCPS departments as appropriate to 'clarifTand assist ppii:PanIs ;

in planning effectively, maintaining .communication with ,all levels OfnMClitanOth_e.,

community and local and state government officesas it re ates to theplandins
proceSs, and generally evalUating.and revisinsithe plannilproce6a:, ' y

Ad Hoc.'CommitteeS, Advisory Committees, Study Groups, and Task Forces

Specific aspects of planning may be assigned by a planlOr_to ad ho&comMi eeS,

advisory committees, studysroups, or task forces. These groupS.May.he charged with
identifying; assessing, or prioritizing needs They may,generate planS(see planning
Papier on Task Force Reports) or they may react to an intermediate pioduct.ofthe '
lanning process. Their reports and commentary.povide valuable input Or planning.

special Interest Groups or Other External Groups
,C fet . ' .

. ofublic is composed or many spdCial interest groups or other external groups that
e not directly connected to MCPS. Because of tt aneir infotmal or. tangential -

N(
ionshipto MCPS, they have no formal responsibility in:the planning PrOcas.

Ne theless, all organizations and individuals making up the community have a
stake in the school system. Because of this, their input should be deliberately -

solicited throughout the process, but particularly when identifying-and'assessing.
needs. It should be recognized that such special intereStsroups.are often a
primary force for change, i.e., handicapped student advocates.

e r



Board of Education

The Board of Education-has the legally constituted right to aqt in trusteeship of
the school system. As such', the Board plays a critical role in the comprehensive
planning process. Successful implementation will require the,Board to participate
actively in the planning process. The Board may wish to identify.areas for study
or Assessment. It is the Board that will ultimately approve the priorities, needs',
and objectives for the system As a whole. The Board will be kept inforMed of
plans as they are developed, in relation to the system's priorities so that they
can make informed budgetary decisions regarding implementation. The. Board will
make policy decisions on the basis of outcomes of planning. The Board may:.als'o
assist in communicating with'the lommunity.at rare.

Comprehensive Planning Integrates Systemwide Activities

The MC)t Comprehensive Planning Process is an umbrella term which implies a depend-
ence upon and relationship with other systemwide activities. One of the charges and

#
a r 1.challenge is for the design.toclari, the interdependence of various system-

. wid .operations related to planning. Several pj.anning papers, either in part o.x
lihole, will specify this integration,.,

1

Some MCPS activities generate valuable data useful for planners. The "Annual Testing
Report," the "Digest of Educational Statistics," "Annual Surveys," "Annual School *
Reports, the management information system, "Annual Enrollment Projec ona," etc.,
are -iih'formatienalgoldmInes with respect ,t planning.

The preparation ,of the operating and the capital budget requests is counted among
the major elements of planning. Curriculum development will operate within the
framiWork of the planning prOcess. Task force reports, in-service strategies,, grant
propoials, planning for facilities utilization, etc, are plann< functions .

coordinated within the overall process The establishment Of objectives* b:.! each
level of the system and each individual also Is included within tie Context of
educational planning. The Comprehensive. Planning Process is, not meant to supersede
existing procedures for such systemwide activities,' but it does draw a relationship
amongthem and facilitates capitalizing upon their interdependence.

Implications for the Local Unit

Comprehensive planning for and within a school system the size of MCPS is a complex
procedure; however, the mechanics of planning should be carefully designed to make
the work relatively painless and straightforward for the local unit. Forms, dead-
lines, negotiations with one's boss, and-other, such things enable one to formulate
plans and move them through the organization.

A Planning. Guidebook has been prepared as an
theIMCPS Comprehensive Planning Process, By
however, iqpeovides a planning framework to
planner on track.. Besides, some commonality
fit together without' competing.

easy-torfbl4ew aid for working through
itself, it it just another. procedure;
keep the process and the individual
is necessary so that all the pieces

*Presently in MCPS the term "priorities" Is often used interchangeably with
objectives.

21
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The generally articulated organizational purposes and benefits of planning, while

valid, sound abstract and removed from the local unit. The unspoken reasons
-N

people find for planning are mainly selfish: planning improves communication and
410 relationships among people and planning enables one to reeeive or reallocate

' -resources to get something done. A well-conceived plan is a ratioriale for one's

actions.

The time and effort necessary to utilize successfully /the Comprehensive PlariniPg
Process is subject CO many factors and will consequently vary from'unit to un:t.

This planning process, will replace the of annual. unit objectives and con -
tribute substantially to the development of personal objectives' and budget requests.

, The planning activities leading up to implementation are to be paced over a slAcs
M;onth pertod, although exchanges of information relative to planning goon copti-
nuously. The anticipated results justify the pursuit of an improved means of
planning. Furthermore, it is anticipated that the Comprehenslve Planning Process
will lead Au fewer priorities, thus' conserving and condentrating energies.

Within the planning process, the needs, priorities, and plans of each local unit will
becolected and contribute to the needso,priorities, and plans of MCI'S. Grassroots

planntng will thus supplement topdawn planning which will produce an overall imProve-
'neut.

Ilhe end product for the local unit will be clarity regarding what is to be done,
how It is to be done, and what resources are available for doing it. An important
by.-product will be the knowledge that the impact of someone else's plans upon the
Coca'. unit will have been reconciled prior to approval. Also, the phenomena of

the L.nterlection of major new directions and priorities after the original plans
have beenicompleted will be minimized and/or taken into consideration with respect
to expetatIons. The main beneficiaries of a more systematic process for planning
will be students, as the planningjocus will be directed towards meeting theiT needs.

Implementation of the Planning Process

the Compreherisive Planning Process has been designed as a means for assisting MCPS
On Learning to Plan and Planning to Learn.* The planning process will take at
Least three years to become fully operational and two more years to reach -desired
refinement tt will take such time and effort to achieve all of the goals listed
on Page b and to witness the full impact of the benefits given on pages 3 and 4.

Even at that point, the protess should not be static but should continually adapt
to new demands, press rues, knowledge, and requiremOk ents.

The MOPS comprehensive Planning Process is scheduled for systemwide implementation
for FY R.2. tht spring/summer the process will be piloted by s me 'MCPS organi?as
tlonal units, i.e., schools, area offices, departments, et Improvements-in. the

process, forms, tiMetabies, etc., will be made' baseAupon suggestions by participants.

During the. first full year of implementation, major aspects of the process should
become institutionalized. Each school principal or other chief administrator' of

a dtviosion,:dep'artment, or office and the Board of Education will be following ,the
Comprehensive Planning Process in developing FY 82 plans and budget requests.
Emphasis will be directed upon the grassroots development of a set of needs,

*Donald, Michael, On Learning to Plan and Planning to Learn (San Francisco:
Jossey-Bass, 1973)



priorities, and objectives with budget. allocations being addressed to each school
or department's unique needs. Additionally, the resulting plans can be projected
ahead to lay the foundation for more long - range planning. A small group, after
our first efforts, will -be formed to make some preliminary attempts at developing
forecasting techniques for the short-term view (uPto five years) and a longer
view (5-10 years) of MCPS's future..

During the second year of complete impleMeiczation, long-range planning (up to five
years) wilLbe the eniphasiS. The allocation of budgetary resources should be firmly
.committed towl,Nds accomplishing the priorities of the system\and each

I

part thereof.

Further. refinements in the planning process will be _made during the third year,(1982)
bf implementation. All of the above elements should: then be incorporated into 'the .

proscess. It will undOubtedly take two more years to have the specific pieces of the
plining process to the point of being a totally integrated, interactive process.

Summary of the System Used for the oevelo me t
of the Comprehensive Planning Process

lnfoFmation Aspects:

MCPS Past and Present
A Varlet)/ of Planning

School Systems and
Literature Concerning

Corporations, etc.
Vatious Organizations

Documents and Procedd.res Related to Planning
Models,Processes,"Procedures, and Products Used.by
Other.InstitutiOns Across the Country
Planning for Education, Other Social Agencies,

or Associations for Planners
Academic Course Outlines and Other Training Courses for Planners

A resource file consiting of the above items and other, information
for utilization by MCPS planners.

Involvement:

Board of Education in 1975 resolution
Administrative Reorganization
Present Board of Education - resolution

Associate Superintendent for Program Development
Coordinator for Systemwide Planning - Dr. Stellei
Preplanning Task Force - 1)r. McKay, Mrs. Morgan, Dr Howard, and Dr. Usdansky

. Stern

is being set up

Liaisons for the Comprehensive Planning Process:
Area Associate Superintendents - Dr. Paul Vance
Area Directors of instruction - Mr. Ed Hoffmaster,
Area Directors of Continuum Education Mrs. Patricia Newby
Department of Educational Accountability - or. Steve Frankel
Department of Human Relations - Ms. WilmaFsirieYH.
Montgomery County Association of Seconda 14Y School' Principals

Dr. Pat Emma and Mr. Otis White
Montgomery County Education Association - Mrs. Toni Parker
Montgomery County Elementary Principals Association - Mr. George
Montgomery County Council of Parent Teacher Association -'

Mrs. Regina Greenspun and Mrs. Zoe. Lefkowitz
Montgomery County Council of Supporting Services Employees - Mrs
Montgomery County Student Government AssociatieR Mr. Phil Or
Office of Continuum Edudation - Dr. Thomas O'Toole
Office of Supportive-S'6rvices,- Mr. David Fischer

.23 t12

Goldsmith

. Zoe Lefkowitz



Various OPD Staff
\ °

Principals - several groups
Elementary Alternatives Task Force
IPD'- Dr. Massaro, et al. (Curriculum Development Model based upon Planning

\Process)
\

Informal "consulting" by.ASCD staff, planning consuleants, and other institu-
tional planners . \

Consultant - Dr. George Redfern \
r

Some Area Office Staff
Both the Administrative and Implementation TesmEr

\Suggestions and feedback have been obtained in writing, individual conferences, and
group meetings over an eight-month period.

Additional contacts have been made with 'a variety of\persons on an ad hoc basis, as
considered appropriate. MCPS staff have also been encouraged to contribute, ideas
and materials on their own initiatives. Further feedback from the community has
been spontaneous, t:e., Dick Silver who is active in MC7TA has been most helpful.

The CompreIsive Planning Process was further refined dnring an all-day work
session attended by 35 persons including two area associate superintendents; the
executive assistant, one central office associate superintendent, ten-principals,
various other area and central office staff, and a.representative from MCCPTA and
MCCSSE.

Various presentations have been held at the Educational Resokirce Center, area
offices, MCEA office, etc., to explain the process, answer questions, and obtain
feedback.

0
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STAGES AND STEPS*

[ Stage I - EXAMINE APPROVED PURPOSES/PRESENT.PROGRAM

1..

2.

Examine Approved Purposes
Examine Present Program

Stage II - IDENTIFY NOTEWORTHY PROGRAMS/ACTIVITIES TO ELIMINATE/NEEDS TO ASSESS

3.

4.

5.

6,

Identify Noteworthy Programs
Identify Activities Eligible for: Reduction or Elimination
Identify Initial Set of Needs to Assess
Confirm PrograMs, Activities, and Needs with Supervisor

Stage III - ASSESS/PRIORITIZE NEEDS AND ESTABLISH OBJECTIVES

7. 7Conduct,the Needs Assessment
Prioritize Needs and SeleOt Needs to Pursue

9. Establish Tentative Objectives with Standards
10. Review the Priorities, Needs, and Objectives with Supervisor
11. Reconcile and Approve the, Systei Priorities, Needs, and Objectives

at All Levels

Stage IV - DEVELOP ACTION PLANS/BUDGET REQUESTS

12. Develop Severa] Possible Plans for Each Current Need
13. Select Preferred Plans
14. Integrate Previous Year's Needs with Current Needs
15. Examine and Revise Previous Plans Based Upon Approved Resources
16. Separate Plans Into Years of Implementation and Budget
17. Review the Preferred Plans,, Integration, Revision, and Separation

with Supervisor
18. Reconcile and Approve Plans and FY 81 Budget Requests at All Levels

Stage V - IMPLEMENT PLANS

19. .Implement Plans

Stage VI - EVALUATE/RECYCLE

20. Reevaluate Pliins and Evaluate Results
21. Recycle

'*Steps 3, 4, 12,:and 14-16 are optional for 1979-80.
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School principle, chief, administretors of divisions, departments, or

offices, end the Boerd of EducatIon ere being requested to follow

the Comprehensive Planning Process in developing their FY 81 pion'

and budget requests.
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Recycle 21 ,. 14

the leader of each organizational unit is responsible for working

with hit/heritaff endderhips, other itekeholders (parenp, students,

and community) throughout the process, There are !gee-times in,

the promo when progress is reviewed by end approval to proceed

obtained from one's supervisor (does not pertain to the Board of

Education), These poin'ts, which signify planning interactions which

are more intensive and focused than those which go on continuously

with the Sysim, are indicated on the above model as a circle.

Likewise, on two occasions, within a coarclineted and concentrated

time period, ell of the supervisiapproved work will be reconciled

and epproyea throughout the system, They letter two steps,

indicated by' trepzolds, establish the . Interrelatsdnals of

organizational levels and how, for example, a sc'hool's priorities

influence the Board's priorities and via versa.
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School Name...

SCHOOL INFORMATION SUMMARY

Elementary School

Princj.parl. .. .

Telephilnk..!
.Location

This-summary is provided for your use in the
information for your school could be cated
report. The format and 'contents are;
on staff reactions this year.

The topics and, categories listed
classifying data and information
obviously are not exhaustive and
tion (space is provided).

4.
School Number...
Area

planning process. Wherever data or
centrally, it is contained in this
to modification and revision based

below are intended to serve as a framework for
in a standarized fashion. The categories
you may supplement it with additional informa-

The attached report does not represent a set of indices from which all needs can
be extracted. In fact, it should not be considered a needs assessment, although
some of the data may be helpful for that purpose. Likewise, the completion of
this report should not be considered a complete evaluation scheme. In some cases
a space has been provided to set goals for next year relative to some data elements.

TOPIC 1: Student-Community TOPIC IV: Program
Characteristics

Categories:
Enrollment and Attendance
Test Data
Handicapped and Other Special

Needs
Suspensions and School Damage
School. Community Relations
Community DemograPhies

TOPIC II: Administration and Organization

Categories:
AdMinistrative Organization
Food Services
Safety
Transportdtion
Facilities
Budgets/227r Funds

TOPIC II[:. Personnel

Categories:
Staffing
Staff Development/In-Service

z

Categories:
Recent Systemwide Approaches
Instructional Approach

Art
Career Education
Reading/Language Art
Health Education
Mathematics
Multidisciplinary Programs
Early Childhood Education
Environmental Education
Music
Physical
Science
Social Studies
Handicapped and Other

Special Needs
Instructional Supports
'Extra-Curricular

!,



Grade

TOPIC I: STUDENT - COMMUNITY G*RACTER1ST1CS

TOTAL

Special EducatiOn/
(Self-Contained)..
Head Start
Kindergarten
Grade 1.
Grade 2
Grade 3."
Grade 4
Grade 5.t
Grade 6.

Category: Enrollment and Attendance

9/30/77 3/30/79
1977-78 1978-79
N % N % Race

----------------...

9/30/77 3/30/79
1977-78 1978-79
N % N

' 100.0 100.0 GRAND TOTAL 100.0 100.0

Average Student Attendance
1

Students Transported
Student Mobility Rate

wl

% Title I Students.

Students out of District

ReCent Ilisto

1

ite..f''''"""

'TAL MINORITY
Y

eiran!!!

Indian....
Asian..

....... ....
Hispanic.

Sex
Male.......
Female...!'

9/30/77 3/30/79
1977-78 1978-79

% N % '

EnroTlnn "t Trends

Gi-ade.'.. 1972. 1973 1974 1975- 1976 197

head Start ' .

K ' . - ,

'1 t

2 ,.---

3

4

6

STecial Ed

Total

-_--__...--

Other Data:

29

__Projections
1978L 1979 1980 1981 1982__



STUDENT-COMMUNITY CHARACTERISpCSi.
1,7L

Category - Test' Data ).:*(.

Scholastic'Aptitude
9

Norm

Grade 3 (7).)19/7-78..4School Yea r.*

School' Avetage SAA. S. Expressed
Sta0dardNe ;,1 as National

Score (S.A...") .17 Percentile

100 ' 50
414

ACognitive Abilities Test A
Verbal,

Quantitative
Nonverbal.

Achleyeme.nt

C.1

1
School Average

Grade Equivalent
Score

Norm 3.7

Iowa Tests of Basic Skills (ITBS)
Vocabulary
Reading Comprehension

G. E. Exp ressed

as a 1Lit iona I

Vereenti lcr

Spelling
Capitalization
Punctuation
Language Usage

Map Reading
Reading Graphs & Tables
Knowledge & Use of Reference

Materials

Math Concepts
Math Problem Solving

50

Percentile Rank for the Student Scoring
First Quartile '(`QI), Median, and Third Quartile

Grade 3 CAT Verbal

Grade 3 Composite

M

0)11

1 - Cy-aria 1

(Q3)

Q3

Q3



tt

40

STUDENT-COMMUNITY.CHARACTERISTICS

1
Scholastic'A 1 Rude

Category - Test Data

Norm

Cognitive Abilities Test' (CAT)
Verbal
Quantitative
Nonverbal I"

Grade 5 - 1977-78 School YvAr

School Average
Standard Age

Seore_(S.A.S.)

100

-- --

S.A.S,. hxprvssod
as National
Pvrevntile

Achievement

Norm

Schaal Average
Grade Equivalent

Score (G.E.)

5.7

Iowa Tests of Basic Skills (ITBS)
Vocabulary
Reading Comprehension

V

Spelling
Capitalization
Punctuation
Language Usage

Map Reading
Reading Graphs &.Tables
Knowledge & Use of Refere9ce

Materials

50 /

G.E. Expressed
as a National
Percentile

50

Math Concepts
Math Problem Solving

te-

Percpntile Rank for the Student Scoring
First Quartile (QI), Median, and Third Quartile (Q3)

Grade 5 CAT Verbal

Grade 5 Composite

S.

Qlf M Q3

3/

.,-!:
......_... -1

',-.

Ql
...

M .q3
3 Grade 5

A

r-



STUDENT-COMMUNITY CHARACTERISTICS

Category - Test Data-

School Results for Longitudinal (L) and Non-Longitudinal (NL) Groups

Scores reported are'the standard age group (SAS), grade'equivalent
national percentile rank (PR), of the student with mean score.

G r ade

":

(GE), and

Number Taking
Composite

.CAT VERBAL TTBS Com los i te
L NL I. NI,

' L NL

q

SAS PR SAS PR GE PR GE PR

At' .

MarylL41 IdentifieaLion Testing Results 1978-79
,

Cradv

K

1

2

3

Number of Students Referred
For Further Screening

Number of Students Referred
to EMT (or SARI)) ,

T

Child Find Report - March 11979

Total Number 'of Suspecied
Handicapped Students
1'e fe- red for Di zignosis

,
To Dal..

Number of Students below
fourth Stanine in Reading.

Total Number of Students
Diagnosed as Handicapped
and Needing Special
,c..tclucatioti To Date

0

Stanford Achievement Test
Grade 2 - October 1978

ki

Total Number of
Handicapped Students
Being Served to Date

1-1AIngitudinal , ,Early) 'Identification, Child Find!, and Grade 2 Reading

,.

1

1-



STUDENT-COMMUNITY CHARACTERISTICS

Category: Handicapped and Other Special Needs

Unduplicated Level Totals By Group - March 1979

N
Group

Number of
Students

......

-Group

Gifted and Talented.

Number of
Students

tally Retarded

Speech Impaired ... Disadvantaged

Auditgry Impaired Emotionally Disrupted

Visually Handicapped Other Language Speaker

Specific Learning Disability
.

Other :(specify)_

Duplicated' Level Totals By Program-- March 1979

v

Program Level 10 Level 20 Level 30 Level 40 Level 50 Total

Special Education

Title C

Head Start

Auditory
---.--

Speech and Language

.

Vision
Other (Specify)

Recommended'Service Not'Being Provided - March 1979

1Wrow-am Level 10 Level 20 Level 30 Level 40 Level 50 Total

(Sw.rily)

3
4



Year

Past

Current .

Next

r.

STUDENT-COMMUNITY CHARACTERISTICS
40'

Category: Suspeniyon and School Damage

tat Number

Student', Suspensions

f Minoritied Ave ra e Length To Lai

Property Loss

Average 1.engt_h_ M i nol;

(-37
.0%,)-- .

1.0
,....,

?

7/1/77- 6/30/78 7/1/76-12/31/79
7.t.

Property Des tr ,rion

..

.- .

Res to ra t i n of G ',ass Windows .

.

Theft' ..
.

..

,

le

T; t a 1 - s:
91

..

*".4"

til I n us Re'skti tat ipn

, ...
,

- ,

.

c1

,----.ti- ---lic
- 4

Fi re boss ,

I IJ mbc ilt u' .awful Ent les ) .

r



STUDENT-COMMUNITY CHARACTERISTICS

Category: School-Community Relations
0

Schools have a variety of sources upon which to draw forlithis eatpgory. However,
except for the community survey, standardized data ifenot available. The community
survey results may be /utilized for this category but you will need to select
appropriate information. to consider. Either attach relevant Information of
summarize below:

J

...-.11.

0

6

I

r



STUDENT-COMMUNITY ClIARACTERISTLCS

Category: Community Demographics

Siiatficant Cha/t_ges in Housing,. Patterns

(Withinrthe last i.e., new apartments planned, elimination of low cost
housing, etc.)

other Data:

.38

IP



Year
Other Organiia

Pattern

Prior

Cu rreht ..... _

Next

TOIC 11: ADMINISTRAylONAtIn ORGANIZATION

Category: AdmlniNtratIve Organkzallon

Grade Or anizatIon Ni mho 01 C lAsrcett
lead
, tart K 1 1-2 2 2-3

...._..

3

.

3-4 4 -. 5 5

f
5-6 6 (SPI

!

........ -__

....

_ __. _---

--

--__

tem
Hours of Schou I Day ..
Mhrktng Period

*Student/Professional Staff Ratio
Average Class Size

1, 2, and 3...,;...
4, 5, and 6 .

Total

Receiving Schools.. ,

Other Data:

*For Secondary Schools: AIR

1977-78

weeks

A (nium.rator): Weight Regular Student Enrollment
all regular students (other than kindergarten)
cnie-lialf of (half -day) kindergarten students

Includes:

not
ude llead Start students

.M

kpeciAl education students in self-contained classes

Ii' (denominator): Sum of Full-Time Equivalenl.of -
regular classroom teachers

.

reading, disadvantaged teachers
traveling teachers (art, music, phys. ed.
1:561., bicultural teachers

other professional,And administrttive

1978-79

does not
include: Special uidtkation classroom teachets

remburee room telichers37

-1 .....
weeks



ADM IN LSTRATION AND ORGANIZATION

rocal

iurchas in". Lunch_
Free Lunch

educd Lunch

Category: Food Se ry cea

Prior Ye ar*"

100

hirchasing Milk Only

'urchasing A La Carte Food Only

reakfast Program

Other Data:

Current Year*
N

100

Alt.V:td Oil ragt. e went. part 1cipat in tilt, p rugram 1-()r t lie s.'un't,

0110-m4ml h r i od ouch our..:

r.

9



4.14,111,11N 1 STRATION AND ORGANI,ZAT I ONI ..1

C.Ittgory : Satt,tv

(1t lit. t 1).1 I

St ticItti t Ace i dent, s tte.portod tat Act. I tIcilt I:4.1)0 I t. .
_ .

.. 1. _ ...

......

39

4

43.



'ADMLNISTRATION AND ORCANLZAT[O

.Category: .'Transportation -J7

Prior Year

Walk in
4 4

.< Buscd

Other Data: .

Number of Bus('::.
Number of Special Ed Students Bused..
'Number of Special. Ed Buses
'1' imc of First Bus Arrival
Time of Last Bus Pickup

41

Ii

Curren t Year

a

Next



ADMINISTRATION AND ORGANIZATION

Category: Facilities
0

Site, Capacity, Room Use - This and Adjacent Schools

.

School
Site.

Acres
Capacity
Range

.

Rooms

Actual .

Current
Enrollment

Current Use of Rooms

Reselar Spec-.. '

Ed

Spec.
or Alt
Frog.

Joint
Occ.

Other
UseK 1-6'

.

; .

.

.

Air Conditioning

Year

Entire Building Number of Rooms Other Space

Sche ed Modernization /Renovationtion

Description

Year Scheduled for. Possible Closing Study

Other Data:

4.1
12

Estimated Cost

8



9

1. Number of instructional
kindergarten

Number of instructional
zdlasses, Grades 1-6

3. Number of instructional
education

Facility Utilizatiaa.

areas used for

areas used for regular

areas used for special

4. Number of classrooms used for:*
a. Music centers
b. Art centers
c. Science centers
d. Mathematics centers
e. Rdsource centers or teachers
f. Head Start
g. Joint occupancy (identify uses, e. ., day

catti) )

h. Special and/or alternative programs
(identify program, e.g., adult
education#)

1. Other
Reading tab.

, r

ei

5. Number of classrooms.not in use

TOTAL number of classrooms (Sum of Items 1-5)...

Prior Current. Next.
Year . Year Year

If any rooms other than those listed above are being used as- classrooms,
please list under Other Data.

*po not count specialized facilities, e.g., IMC, gymnasium, or art and music
room if especially designed and equippeA for those functions.

1 /Uses must require that the classroom not be available for the school's
regular prograM use during the school day.

6. Specialized FaCilities (Especially designed and
equipped foi functions like IMC, gymnasium, art,
and music -.These should be rooms notcounted
abbve.)

-f!§

a. IMC
b. Gymnasium
c. Art.

d. Music .-

e. 'Other

e

13

4 9



ADMINISTRATION AND OkOAISIZatON

Category: Budget/Other Funds

4

Standardized data is not presently available _for this category, therefore, .you
have. flexibility in deciding upon what to include sad bow. You may wish to
make year-to-year comparisio/kbetween allocatlons, activity funds, and even
PTA. income and set coiresponding. objectives.

43
14



TOPIC III: PERSONNEL

Category: Staffing

STAFF ALLOCATIONS

1977-78 1978-79
Instructional Staff N FTE N FTE
GRAND TOTAL
PROFESSIONAL STAFF TOTAL
Regular Classroom Teachers 4
Special Education Classroom Teachers
Reading Teachers
Disadvantaged Teachers
Resource Room Teachers
Traveling Teachers: Art, Music, Physical Education
English for Speakers of Other Languages,

Bicultural Teachers
Special Needs Teachers
Other Professional/Administrative Staff.

A

C

Sex
1977 -78 1978-79 1977-78 1978 -79
N % N % Race N % N

Male White
Female Minority

Staff Turnover Rate
Staff Requests for Transfer
Number Staff Absence (over 15 days)

Other Data:

t
15

..



PERSONNEL

Secretarial Staff
Building Service Staff

PriOr Current Next
Year Year Year

1977-78 1978-79
N FTE N FTE

INSTRUCTIONAL AIDES TOTAL
Regular Instructional
Special Education Aides
Instructional Materials Center Aides

ti

, Utilization of Aides

For each aide allocated to your school, briefly describe the manner in which theyate utilized. Provide approximate percentages of time typically assigned to eachtask.
, 2 6 cis o

Aide Utilization

Number

Utilization of Volunteers

J.(

45
16

O



a

o

*
'A

PERSONNEL
.

Category: .Staff Developtgent/In-Service

NOTE: 1977-78 - No data available foK traveling
1978-79 - NumberT Vacant Pdsitions

PROFESSIONAL. STAFF DATA

teachers

Highest Degree 1977-78 1978 -79. Year& of . 1977 -78 1978-79
Status N % N . %' Experience ' N . 1 N %
TOTAL : TOTAL

Non-Degree
Bachelor's
Master's

4 oeleae....,

15-24:' 9

Master's + 30
Doctoral 35 or :

define atyears'An
MCPS''oi total

,-
. .

Brief Description of Current Emphasis 'on .In-ServiDce, in School

9

r

O !(

Planned Emphasis next.year
c

Other Data:



PROGRAM

Category: Recent Systemwide Approaches

Instructional Systems Pilot Year Implementation Year

Math

Reading/Lan

Science

Social Studies

,

Early Entrance -
First' Grade

Interrelated Arts

Prototype Teacher
Planning

STEP

Other:

f.

.

w

.-

.

.

.

-

..

.

.

.

..r"
.1

.

47
18

L



INSERT COURSE OFFERINGS BULLETIN

TOPIC IV :. PROGRAM

Category: Instructional Approa h

Describe the general instructional approach for each of the ba4c programs.
Indicate if different strategies are used' at different grade levels or courses.

Art -
/

a
Cj'
t

Career Education -

t

Reading/Language Arts -

Health Education -

is

Mathematics -

3,

0 Multidisciplinary Programs -2

/
Early Childhood Education

Ehvironmental Education -

1.



Music -

PROGRAM

Physical EducatiGn -

Science -

-

Social Studies -

Handicapped and Other Special Needs -

Other Data:



PROGRAM

Category: Instructional Supports

List Numbers of Items in School Instructional Equipment:

Movie Projectors Record Players

Slide Projectors TV Monitors

Overhead. Projectors TV Tape Recorders

Reel-to-Reel Tape Recorders

Cassette Tape Recorders

p

List textbooks for the basic programs.
Indicate if different textbooks are used at different giade levels.

Reading/Language Arts -

Math -

Social Studies -

Science -
0.

Other Data

21



ca gory:

P

.

Standardized data is' oot Oresen ./#iilable for!this ltditegory, therefore ,.you.have flexibility in wrist data coss you use. Youmigirt consideffi extra curricul
-stipends, number of pCtIdents' cipating,litc.' A . -' et

Mb,

22

a.
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PREHENSIVELANNING SCHOOL INFORMATION SUMMARY

OCESS

School Name...

Location

Middle /Junior High School -

Principal
, Telephone

School Number...
Area

This summary is provided for your use in the planning process. Wherever data or
information for your school could be located centrally, it is contained in this
report. The format and contents are subject to modification and revision based,
on staff reactions this year.

The topics and categories listed below are intended to serve as a frameWork for
classifying data and information in a standarized fashion. The categories
obviously are not exhaustive and you may supplement it with additional informa-
tion (space is provided).

The attached report does not represent a set of indices from which all needs can
be extracted. In fact, it should not be considered a needs assessment, although
some of the data may be helpful for that purpose. Likewise, the completion of
this report should not be considered a complete evaluation scheme. In some cases
a space has been provided to set goals for next year relative to some data elements.

TOPIC I: Student-Community
Characteristics

Categories:
Enrollment and Attendance
Test Data
Handicapped and Other Speciqy)

Needs
Student Behavior/School Climate
School Community Relations
Community. Demographics

TOPIC II: Administration and Organization

Categories:
Administrative Organization
_Food Service§
Safety
Facilities
Budget/Other funds

TOPIC III: Personnel

Categories:
Staffing
Staff Development/In-Service

TOPIC IV: Program

Categories:
Recent Systemwide Approaches
Instructional Approach

Art
Business Education
Career Education
Cooperative Vocational

Edudation
English Language Arts
Foreign Language Arts
Health Education
Home Economics
Industrial Education
Mathematics
Multidisciplinary Programs
Music
Physical Education
Reading Language Arts
Science
Social Studies
Handicapped and Other

Special Needs
Instructional Equipment
Extra-Curricular



TOPIC I: STUDENT-COMMUNITY CHARACTERISTICS

Category: Enrollment and Attendance

Item

Average Student Attendance....:....
Students Transported
Student Mobility Rate.

Grade
TOTAL

Special Education/
(Self-Contained
Head Start
Grade 6
Grade 7
Grade 8
Grade 9

Grade

6

7.

8

9

Total

Other bata:

1977-1978
N X

1978-1979

,N/A

9/30/77 3/30/79 9/30/77 3/30/79

1977-78 1978-79 1977-78 1978-79
N % N % Race N % N %

100.0 100 0 GRAND TOTAL 100.0 100.0
1 '6

Recent History

White

TOTAL MINORITY

American"-Indian
Asian
Black
Hispanic

9/30/77 3/30/79
1977-78 1978-79

Sex N X N
Male
Female

Enrollment Txends

Protections

1972 1973 1974 : 1975 . 1976 1977 1978 1979 1980 1981 1982

, .

) .

.

- .

5.7

t .

2



STUDENT- COMMUNITY CHA CTERISTICS

Category - Test Data'

Grade 7 - 1977-78 School Year

,
.

Scholastic Aptitude
School AVerage
Standard Age

Score (S.A.S.)

S.A.S. Expressed
as Nation
Percentil

.
.

Norm
.

.100 50 .

.

Cognitive Abilities Test (CAT)
Verbal
Quantitative
Nonverbal

,

.

Achievement
1,

School Average
Grade Equivalent
Score (G.E.)'.

G.E. Expressed
as a National
Percentile

Norm
. , .6

. .

50

1

Iowa Te .ts of Basic Skills,MBS,,
Vocabular . , '

Reading Comprehension,,
';,-.

.

.

.

0

, .

Spelling f

Capitalization
Punctuation

:..l4angUage Us age ,

.i.

.

, ,: :

, .:Map Reading
_

',Reading Graplis & Tables
RnOwledge.& Use Of Reference

Materials. .

°

-

: '
. Math Concepts .

Math Problem Solving . 49

.

.

.

Percentile Rank for .the Student Scoring
First Quaitile (Qi), Median, and Third Quartile (Q3)

Grade 7 CAT Verbal

Grade 7 Composite

Q1 M Q3



STUDENT-COMMUNITY CHARACTERISTICS

Category - Test Datit

Grade 9 - 1977-78 School Year

1 Scholastic Aptitude
School Average
Standard Age

Score (S.A.S.)

S.A.S. Expressed
as National
Percentile

. .

Norm '

.
.

100 50

. * .

CognitiVe Abilities Test (CAT)
Verbal
Quantitative

.YNonverbal
. ..-

. .

.

Achievement
School Average
Grade Equivalent
Score (G.E.)

G.E. Expressed
as a National
Percentile

,

Norm , '9.3 '50.

Iowa Tests of:Basic Skills (ITBS)
Vocabulary
Reading Comprehension

. ., ,.. A

Spelling
Capitalization
Punctuation
Language Usage ,

.

.

'. ...

.

Map Reading .

Reading Graphs & Tables
Knowledge & Use of Reference

Materials
.

.

.

.

Math Concepts
Math Problem Solving

.

.

Percentile Rank for the Student Scoring
First Quartile'.(QI), Median, and Third Quartile (Q3)

Grade 9 CAT Verbal

Grade 9 Composite 5 -

Q1 . M Q3

Q1 M Q3



STUDENTCOMMUNITY CHARACTERISTICS

Category: Test Data

Maryland Functional Reading Test Results for October 1978 Administration

Number '6E'

tudents

Percent of Students Scori g at Least 80 Percent

Locating Understanding Gaining Following Total
References Forms Information Directions Test

*MCPS Functipnal Mathematic Test Results November 1978 Administration
\ Grade 9

Number of Students PASSING. ALL OBJECTIVES
Number of Students Who Still NEED REMEDIATION

\A,

Students \

*MCPS\Basic Proficiency Test in Writing Fall 1978AdministratiOn

Number of Students
Needing Remediation

Completing
Forms

Writing
Directions

Recognizing anc1.44riting
J

Rgjated Sentences

,

,

ti

A B C

\

\ .

. .

.

Writing Letter
and'Envelopes

Spelling
Identifying
Main Points

Editing and
ProofreadingB C.

.

\
\

_

.7.

,,,.

.

.

*Optionally filled in by school as no information available, centrally

5



STUDENT - COMMUNITY CHARACTERISTICS

Category - Test Data

School Results fox-LOngitudinal (L) and Non - Longitudinal (NL) -Groups

Scores reported are the standard age group (SAS), grade equivalent (GE), and
national licentile rank (PR), of the student with mean score.

Grade

Number
Compos

aking CAT VERBAL ITBS Composite
e L NL L NL

L NL

.

SAS

.

PR SAS PR GE

.

PR GE'

.

PR

.

5



4t"

STUDENT-COMMUNITY CHARACTERISTICS

Category: Handicapped and Other Special Needs

_Uaduplicated_Level_Toials_By Group,March 1979

Group
Number of
Students Group

Number of
Students'

Mentally Retarded Gifted and Talented
Q.

Speech Impaired Disadvantaged

Auditory Impaired Emotionally Disrupted

Visually Handicapped Other Language Speaker

Specific' Learning Disability
. ,

Other (specify))
.e,

Duplicated Level Totals By Program - March 1979

Program. Level 10 Level 20 Level 30 Level 40 Level 50 Total

Special Education
Middle/Secondary

Alternative

Title I

.
,

Head Start .

ESOL
,

Auditory
.

Speech and Language

Vision

. .

Other (Specify)

.

.

.

Recommended Service Not Being Provided - March 1979

Program . Level 10 Level 20 Level 30 Level 40 Level 50 Total

(Specify)
,

'

..i.

.

N

ik..

4

....--,



5.

STUDENT-COMMUKTY CHARACTERISTICS

Categ%ry: Suspension and School Damage

---StWiht Suspensions

Year
,
Total Number % of Minorities Average Length Total crerage Length Minor

Past ,
,

Current

. . .
. ,

Next
,

'
.

7'1/ 7 7 6 30/78
.

.

-.).

,, ' ""

7./1/.
'' r'

it 31/.7§.,

Property Destruction _.F % fi' ,

;.,

\
Res toration of Glass Win,dows

i .

,
.

.,,P

!'
,,

RI 1

. 41. '1

Theft

. .

,I
i.

.1. ',..,.
, r

i
, .

Total . -,,,

.'
) ,

c., .
i' ,1...

:,::::rtu otos `,-

k,
.

°,

.."

Minus Restitution , '' '.1,' - ''..
. .... ,....--

., .,
.4

,.: .
,

Net Cost

.,

'

.):('-.. .

r(4

..`c--

''.i ''.

;
V '
14

:.tif hs,.. 1

4.

,
...Ct \

.41.."

i.

.
N,

.

It' - .'

Fire. 'Loss

..., .V

:

(-4,:

.\
.

Number of Unlawful Entries

(
n,4,- I,

,

>
A

.,

'
46 1 .

.4.

u

a.



40,

c.

''STUDENT-COMMUNITY CHARACTERISTICS

Category: School-Community Relations

ExCept for the community survey, standatdized data is not generally available for
thts.category.; The community survey results can be utilized for this purpose,
although ydu will need to select appropriate information to consider. You may
have some,oher data sourcds whichcan be examined. Either attach relevant
information of summarize below:

IP

e.

cis

4

6' 0

9



STRIDENT- COMMUNITY CHARACTERISTICS

Category: Community Demographics

Significant Changes in Housing Patterns

(Within the last year, i.e., new apartments planned, elimination of low cost
housing, etc.)

r

Other Dita:

f
to

6'1.

10

V

t

0



I)

Item

TOPIC II: ADMINISTRATioN AND ORGANIZATION

Category: Administrative Organization

1977-78

Hours of School Day
Marking Period

*Student/Professional Staff Ratio

Feeder Schools

Receiving Schools

Other Data:

*For Secondary Schools:

A (numerator):
includes:
does not
include:

B (denominator):

A/B

Regular Student Enrollment
all regular students

weeks

1978-79

weeks

Special education students in self-contained classe

Sum of Full-Time Equivalent of -
regular classroom teachers
reading teachers
ESOL, bicultural teachers
other professional and administrative

does not ,

include: Special education climproom teacheis
resource Foomteaclieff
special.fiAeds teachers



ADMINISTRATION AND ORGANIZATION

Category: Food Services

Prior Year* Current Year*
N % N

_

Total 100

.

100

Purchasing Lunch
.

.

Free Lunch

Reduced Lunch

Purchasing Milk Only

Purchasing A La Carte Food Only

.

. .

.

Breakfast Program

//-

-7

Other Data:

4

Q

*,Based on the average student participation in the food program for the same
one -month pexibd each year.



ADMINISTRATION AND ORGANIZATION

Category: Safety
( I

Year Student Accidents Reported
lr

Prior

Staff Accidents Reported

Current

Other Data:



ADMINISTRATION AND ORGANIZATION

Category: Facilities

Site-f-CapaeitYv Room Use-- This-and-Adjacent-Schools

School
Site
Acres

Capacity
Ran :e Rooms

Actual
Current
Enrollment

Current Use of Rooms,
.

Regular
Classes

Spec.
Ed

Sped.
or Alt
Pro:.

Joint
Occ-

Other
Use

,

.

.

,

,

.

Air Conditioning

Year

Entire Building Number of Rooms

Scheduled Modernization/Renovation

Other Space

Description Estimarp4 Cost

Year Scheduled for. Possible Closing Study

Other Data:

65

14



Facility. Utilization

Prior Current Next
Year Year Year

1. Number of standard classrooms used for:
English
Social StUdied
Mathematics
Foreign Language
Special. Education..

2. Number of specialized Classrooms used for:
Science
Business Education
Industrial Arts
Home Economics
Music
Art

3. Number of gymnasiums

4.. Number of auxiliary physical education rooms

Total number of tea\her stations
(count each gymnasium as two TO.)

Capacity - Each T.S. times 25

Your estimate of capacity

In your opinion does the present rated capacity of your building

( ) adequately reflect your current usage and pupil needs?'

Yes No

If answer is no, please exRlain on another sheet of paper.

5. Teaching stations accommodating a joint occupant and/or spe ial or alternative
programs, pldase identify, e.g., adult education. he use entified mudt
require thA 42e teaching station not be available ?!r regular school program
use during the school day.)

15



AWNISTRATION AND ORCANIZATION

Category: Budget/Other Fundu

Standardized data is not presently available for this category, therefore, you
have flexibility in deciding upon what to inoludt and how. You may wish to
make year-to-year comparisons betWeen allocations, activity funds, and even PTA
income and set corresponding objectives.

16



:TOPIC III PERSONNEL,

Category': Staffing

1977-78 1978-79
Instructional Staff 'N FTE N FTE
GRAN4OTAL
PROFEMSIONAL STAFF.TOTAL
Regular Classroom Teachers
Special Education Classroom Teachers
Reading Teachers
Resource Room Teachers
English fortor Speakers of Other Languages,

Bipultural Teachers
Special Needs* Teachers
Other Professional/Administrative Staff

Sex

Male
Rema1e

_1917-1.8 .1978-79 1977-78 1978 -79

N X ,N X. RaCe N % .N %

a

White
Minority

- 1977-78 1978-79
N FTE N FTE

INSTRUCTIONALrATOES. TOTAL ..

Regular Instructional Aides
Special Education Aides ' i

.. ?

".lvfinstrUctional Matgrials Center Aides. ..:. .. : ..... .

Staff UtilizationoRepOrt(Includes Aides)

.

v

17

.



Secretarial .Staff
Building Service Staff

Staff Turnover Rate
Staff 'Requests for Transfer
Number Staff Absence -(over 15 -days)

Other Data:

PERSONNEL
4

Prior Current Next f

Year Year Year

9.

0.



Category:

PERSONNEL.

Staff Development/In-Service

PROFESSIONAL STAFF DATA

Highest Degree .1977-78 1978-79 Years of 1977-78 1978-79
Status 1

. N. % -N % Experience N % N %
TOTAL TOTAL

Non- Degree, 4.,or les6.
Bachelor's,;. '5-14 AOO
Master's 15-24
Master'S 30 25-34
DoCtoral' -....35 or more...... ..

Brief Description of Current Emphasis for In-Service

a

Planned Emphasis next year

t

/

19



PROGRAM.

Category: Recent Systemwide Approaches

Instructional Systems Pilot Year Implemen,tation Year

Math

Reading/Ldnguage Arts-

Science

Social. Studies

I.
Interrelated Arts

Prototype Teacher
Planning.

STEP

Other:

-t

11.

20,



INSERT COURSE OFFERINGS BULLETIN

TOPIC IV: PROGRAM

Category: Instructional Approach

DeScribe the general instructionalapproach for eachofthe basic programs. .

Inlica e if different strategies are used at different grade levels or courses.'

Atit0f,

Business Xducaticn -

r.

Career Education -

Cooperative Vocational Education -

English Language Arts -'

Foreign Language Arts.-

iHealth Education 7

..
Home'' Economics



V.

e

Industrial Education -

*f.:

7, .st
. ^

. .

PROGRIIM
.

''4

r, r
,

Mathematics -

.

Multidisciplinary ProgrdMs -

Music -

Physical Education

< .

Reading Language Arts -

Science - ,

Social Studies -

Handiceppefand Other Special Needs:-

. .

7.2 -

,tt

41.414.



PROGRAM

Other Data:

23

L



PROGRAM

Category: Instructional Equipment

List Numbers of Items in School Instructional Equipment

Movie Projectors Record Players

Slide Projectors TV Monitors
4 A

o
Overhead Projectors TV Tape Recorders

Reel -to -Reel Tape' Recorders

Cassette Tape Recoiders

List textbooks for the basic programs (where qxtbooks are issued to every student).
IndiCate if different textbooks are usedoet different grade, levels or for different
courses.

Reading /Language Arts -

Math -

Social Studies -

Science -

Other Data:

fit

94

/9



PROGRAM

Category: Extra -Curr cular

Standardized data is not presently available for this category, therefore,.you
have4Nexibility in what data sources you use? You might consider extra-curricular
stipendii, number of students participating, 4tc.

CS

25,

AV

7$

. .
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SCHOOL INFORMATION SUMMARY

Senior High School
1

School Name

Location

This summary is provided for your use in the
infqrmation for your school could be located
teporti The format, ana contents' are subject
on staff reactions this year.

Principal
Telephbne

School Number....
Area

planning proCess.' Whereyer data o41,
centrally, it.is contained in this
to modification and revision based

a

he topics and categories listed below are intended to see as a framework for
claspifyingVata and information in a standarized fashion. The categories
obviously are not exhaustive and you may supplement it withjdditional informa-
tion (space is provided).

The attached report does not represent a set of indices f'om which all needs can
be extracted. 'In fact, it should not be considered a needs assessment, although
some of the data may be helpful for that purpose. Likewise, the completion of
this report should not be considered a complete evaluation scheme. Ih some cases
a space has been provided to set goals for next year relative to tome data elements...,

TOPIC I: Student-Community
Characteristics

Categories
Enrollment and Attendance
Test Data
Handicapped and Other Special

Needs
Student Behavior/School Climate
School Community Relations
Community Demographics

Administration and

Categories:
Administrative Organization
Food Services ,

Safety
Facilities
Budget/Other Funds

TOPIC II:

a

TOPIC III: Personnel

Categories:
Staffing
Staff DeAlopment/In-Service

TOPIC IV: Program

Categories:
Instructional Approach

Art
Business Education
Career Education
Cooperative Vocational

Education
`Driver Education
English Language Arts
Foreign Language 'Arts
Health Education
Home Economics
Industrial Education
Mattratics
Mulitidisciplinary Programs
Music.
Physical Education
Science
Social Studies
Handicapped and Other

Special Needs
Instructional Equipment
Extra-Curricular



TOPIC t: STUDENT-COMMUNITY CHARACTERISTICS

_Category: Enrollment and Attendance

Item

Average Student Attendance
Students Transported
Student Mobility Rate

1977-1978
N

1978 -1979
N

N/A

9/30/77 3/30/79 9/30/77 3/30/79
1977-78 1978-79 1977-78 1978-79

Grade
TOTAL

Special Education/
(Self - Contained

Head Start
Grade 9
Grade 10
Grade 11
Grade 12

Grade

'9

10.

11

12

Total

N % N % Race N % N %
100.0 100:0 RAND TOTAL 100.0 1(10.0

Recent History

White

TOTAL MINORITY

American Indian
Asian
Black..
Hispanic

9/30/77 3/30/79
1977-78- 1978-79

Sex N % N
Male
Female

Enrollment Trends

1972. 1973 1974 1975 1976 1977 1978 1979 1980 1981 1982
I

-.1

. .
.

.

11

Other Data:



STUDENT-COMMUNITY CHARACTERISTICS

Category 7 Test Data

Grade 9 - 1977-78 School Year

Scholastic Aptitude
r

School Average
Standard Age

Score (S.A.S.)

S.A.S. Expressed
as National
Percentile.

.

,

Norm _

_

1:00 50

Gognitive Abilitie'S Test (CAT)
Verbal
Quantitative
Nonverbal

)
.

.

Achievement
School Average

Grade Equivalent
Score (G.E.)

G.E. Expressed
as a National
Percentile

Norm . 9.3

,.,
.

50 .

Iowa Tests of Basic Skills ITBS)
Vocabulary
Reading Comprehension

',I,

:-
.

Spelling
Capitalization
Punctuation
Language Usage

.

,

.''

.

.

Map Reading
Reading Graphs & Tables
Knowledge & Use of Reference

Materials .

0

,

. .

.

Math Concepts
Math Problem Solving

-

Percen0.1e Rank for the Student Scoring
First Quartile (QI), Median, and Third Quartile (Q3)

Grade 9 CAT Verbal

,Grade 9 Composite
4

I

Q1

Q1
79

Q3,

Q3
ti



STUDENT-COMMUNITY CHARACTERISTICS

Category - TeskData

Grade 11 - 1977-78 School Ye r
-..,..

Scholastic Aptitude
School Average
Standard Age

Score (S.A.S.)

S.A.S. Expresia4d.
as National

1 Percentile

Norm
.

.

100 50

Cognitive AbilitiesAbilities Test (CAT)%.
Verbal
Quantitative

,

.

Achievement,

il

School. Average
Standard Age
Score (S.S.)

S.S. Expressed
as National
Percentile

Norm 50 50 7

Tests of Academic Progress (TAP)
:Social Studies
Mechanics of English-
Science
Reading

.

Mathematics
Literature

.

.

_

.

a

Percentile Rank for the Student Scoring
gt Quartile (QI), Median, and Third Quartile (Q3)

Grade 11 CAT Verbal

Grade 11 Composite,

2

s o
.4

- Q1 M Q3

. Q1 Q3.



I

AO,

STUDENT-COMMUNITY CHARACTERISTICS

Category - Test Data

Maryland Functional Reading Test Results for October 1978 Administration

Percent of Students Scorin 3 at Leash 85 Percent

Number of Locating Understanding Gaining Following Total
Students References Forms Information Directions 'Tes t

*MCPS Functional Mathematics .Test Results-- November 1978 Administration,
Grade 9 a

Number of Students PASSING ALL OBJECTIVES
Niiber of Students Who Still NEED REMEDIATION

Mathematics Deficient Students from Grade 9 Tests

Grade 10 Grade 11 Grade 12

Ambenof
Students

*MCPS Basic Proficiency Test in Writing - Fall 1978 Administration

NuMber.of Students
Needing Remediation

Cbmpleting
Forms

Writing
Directions

Recognizing and Writing
Related Sentences

A B C

i.

.

.
.

.

.. ,

Writing Letter
and Envelopes
B C Spelling

Identifying
Main Points

Editing and L

Proofreading

ti

*Optionally filled. in by school as no information available centrally



STUDENT-COMMUNITY CHARACTERISTICS

Category - Test Data

School Results for_ LongitudinaL_(L)- ancrNon=tongitUdinal(NL)i-GrouPS

. S.cotes reported ate ,the 'tendert! age group (SAS) , grade equivalent (Gg), and
rnational percentile ank (PR) , of the student with mean score.

.

Grade

a.

Number Ta10:ng
to

'CAT VERBAL'
NL

\ITBS.
L

Composite
NL

SAS PR S PR GE PR GE PR



;0
STUDENT- COMMUNITY CHARAw.E RriSUCS

*V

Category: HandiOippe&an4 OthteSecial,Needs

4

Unduplicated Level Totals.By Group /4 'Merck 1979

I,
Group ,'

NuMber-of-
Students

-, ,... Number of
Students

MentaAly Retarded C, Ite4 and Talented

Speech Waired . aadvanta 4 di, ',1*

Auditory I' hired
. ,

EM5$ti5i_haIlY -d

Visually Handicapped
.t.'

OthatankUage Peaker ,s

Stiecific Learning Disability

iso'
.

4

,-,01. wSfieCify).

.

. . .

*AP

Brogram

r,g.
SpeCialEducation

licatetLevelTo6tals.',

. 4 .

Middlei§acondary
'Alternative

Level 10. LeVei

ESOt

. .

Speech .arid ,Language

LeVel 40 Level 50. Total

V1. S .

Other' (Specify

Program

(Specify)'

ammehdea Servfce'Not,Being Provided March 1979

thvel 10 Level 20 Level 30 Level 40' Level 50
ti

-



4

DENT - COMMUNITY CHARACTERISTICS

Category: Suspension and School Damage

Student Suspensions

'?

4-.

Year ''Total Number % of Minorities Average Length Total Average Len th Minor

Past
s

1
. t ,1.

Current ,
,

.

. . ,.,, , .....

Next
I. f

.:,
.;

' a .

Property Loss

, 7/1/77-6/30/78 7/1/78-12131/79' '

Property Destruction'
.

Rest8ration of Glass indows .

Theft
iii

;,

1.

Total il. ',-.:
t V

A . .

Minds'Restitution ,4

Net Cost
.

.

.

.

,
.

..
. .

Fir& Loss . ,

.

Number of UnlatTful..Entries .

4I

84
8

.

rte-

44.



STUDENT-COMMUNITY CHARACTERIA*ICS

Category: School-Community Relations

Except for the community survey, standardized data is not generally availabate for
---------this-,category;----The-community survey results cane utilized fof-This,purpose,

although you will need to select appropriate informati on to consider.' You may
have some other data sources whdch can be examined. Either attack relevant
information of su1marize below:

4. u

4:11



STUDENT-COMMUNITY CHARACTERISTICS.
5-, 4.

411° Category: Community. D

Si
.

nificant Changes in Housing Patterns,

('Within the 'last year,
housing,

.e. , new apartments planned, elimination of low cost
ft*

O



vti044Yo,
°S14 :1, °

46
TOPIC MINIStRATDDN AND ORGANTZATIQN

C Administrative OrganLzat1on

1977-78 1978-79
Itaurs.3 Shoo Day..,..1 ,..

Marking Period *, .

10.. : , . ,

*Student/Profeesional Staff Ratio

Feeder Schools... 000000
,

Other Data:

weeks

9

*Far igcondary SchSols: A/8.

si. ' ; ..,' _,.

A''A (numerator): Regular yoll.mept.
, includes°4all regular stUdents- 4,

.does notlr ,

,:s ,
i

4 . .. o

include: Special education scudentS.4n ii-1 optained classes
,o :

B (denominator): ...Sum of Full -Time -Equivalent of
regular.clasq0kaMpeachera eir

reading. teachers ' -40r
ESOL, bicultural teachers
Other.professiopal and-administrative

doest4,
-A

in lude; 10-,Spetial.education classOom teachers
4 resource room teachers,

. special needs teachers.

1-1

weeks

e
.

6



t
ADMINISTRATION AND' 0RGAU4ATION

Category: Food Send.ces

Total
Purchasing Lunch
Free Lunch
Reduced Lunch

Breakfast Program
k

Prior Year at__ Current Year
. % z

100. 100

YbY

12

4.



Year

ADMINISTRATION AND ORGANIZATION

Category: Safety

Student Accidents Reported Staff Accidents Reported

Prior
/...

.

, .

.

,

.

Current
..

. .
, v

wt. .
so

.

'...

Other Data:

3

9

-4



ADMINISTRATION AND ORGANIZATION

w. Category: Facilities

Site, Capacity. Rolm Use - This_and_Adjacent_Schools_

School

.7..04i.,

Site
Acres

.

Capacity,
Range

1_

' ..,,,urrent-001tgul'ar
Rooms_,

Actual

Enrollment.

Current Use of Rooms

asses
Spec.
Ed

Spec.
or Alt
PrOg.

Joint
0cc.

.

Other
Use

4

9
'''S4&,

..,

1 ,:-

.."...°

.
.

.

I

41111
.

4

-

Air Conditioning

Year

Entire, Buildin&

Scheduled Modernization/Renovation

Number of Rooms OthelSpace

Description Estimate Cost

Year Scheduled tkii o Able Closing Study

,Other Data:,

4

3

,90

1 4:

k

tr



Facility_Utilization

r

1. Number of stamdard_classrooms usedfor:

O

Prior Current Next
Year Year

.English .

Social Studies
./ Mathematics

Foreign Language
Special Education

2. Number of specialized ClasiiOoms used for:
; Science
Business Education

\Industrial Arts..'
Home Economics
Music
Art

3. Number Of gymnasiums

414--

.4. 'Number of auxiliary physical education . .

Vie:

6Tota1 number of teacher stations
(count each gymnasium as two T.S )

eapacity - Each T.S. times 25

Your estimate of capacity..

Ioloyoulk opinion does the present rated capacity of your building
) adequately reflect your current usage and pupil needs?

Y6 No

If - answer is no, please eXPlain on an Cher sheet of paper.
.

5. and /oi special or
programs, phase identi'fy', e.g:i adult education. (The use,identified must
requirethat.ithe'teachingstatiOnnotbeavailableforregulaischoolprogram
use, during:Ahe school day,) . 7

rw ^



ADMINISTRATION AND ORGANIZATION

Category: Budget/Other Funds

Standardized data is not presently available for this category, therefore, you
have-11- xIbilkty-lardecid-i1g-upon what-to-include-and haw. You may wish to
make year-to-year comparisons between allocations, activity 'funds, and even PTA
income( and set corresponding objectqks.'

`t

vy.

a

C

Cr'

ee.441'.

1

41, ri
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TOPIC III: PERSONNEL

Category: Staffing

/.

1977-78 1978-79.
Instructional Staff - N FTX: '°4-N tTE-
GRAND' TOTAL

4

. .

PROFESSIONAL STAFF TOTAL
4.. :h0:",

Regular Classroom teachers
;,...'--

1,iyG,",;.J., .% .

,Special Education Classroom Teachers

-11.4.,:e1F.''-

...Resource Room Teachers

4:11
,,Reading .Teachers 4

English.fomSjieakers_of Other Languages,: el

Bicultural.T,Ac4erS. '
e.

Special Needs_ teadhers , .... . ...

Other Professisual/Administrative Staff.

1977-78 1978-79 1977 -7.8 1978-79
,N X N % Race N N ' %

Male
Female

INSTRUCTI' AIDES TOTAL....,
Regular Instructional Aides
Special Education Aides
'Instructional Materials Center Aides

4 A
Staff Uti ization Report (Includes Aides)

, White
Minority

1977
N

1978-79
N FTE

4 \
C

4,.



PERSONNEL

a

Secretarial Staff

Prior Current Next
Year Year Year

Buildin4 Service.Staff

Staff Turnover Rate
Staff Requests for Transfer
Number Staff Absence (over 15 days)

Other Data:

,

-.- +,

-

A

1



PUSONNcl.

Category: StafidevelciPment/In-Service

PROFES'SIOE 14TAFF DATA

Highest Degree
Status
TOTAL...,

Non-Degree
Bachelor's
Master's
Master's 30

Doctoral.--

r

1977-78 1978 -79 Years of
N % N % Experience N % N %

TOTAL

1977-78 1978-79

4 or less'
.5".14...004.0
15-1.24'

25 -34

35 or more....

Ihrief 'Description of Current Emphasid on In7Servic

k.:44.4;*

", ;

Planned Emphasis next year

C.7

Ott Air Da

nz

19

;

"

44,

-74

41%



INSERT COURSE OFFERINGS BULLETIN

TOPIC IV: PROGRAM

C:ategory:--Instructional-Approach

, Describe where programs differ from regular senior high school practices.

Art -

Business Education -

O

Career EducatiOn -

.Cooperative Vocational Education -

'Driver Education -

EnglishEnglish Language.Arts -

,Foreign Language A-

'Health Education -



liomeEconomics -

Industrial EducatiOri--

u

Mathematics- -

Multidisciplinary Programs -
y.

2 -

Physical Education/-

Science -

Social Studies

I 5

Handicapped and Other Special Needs



PROGRAM

Other Data:,'

1

b.

I



'GROGRAM

Category Ins tructional gquipment

List Numbers- _of Items tn School...Instructional Equipment: ,
1

Other Data:

410

Movie Projectors

ice'
Slide Projectors'

,',Overhead Projectors

Reel-to-Reel Tape Recorders

'assette Tape Recorders

A

23

4

aft

ft.

I
Record P-layers

TV Monitors

TV Tape Recorders

DDS

ti



PROGRAM

Category: Extra-Curricular

Standardized dais is not presently available for this category, therefore, you,
have flexibility in what data sources yon use. You might consider extra - curricular
stiOends, number of students participating, etc.

1

:40

t.

24

' 4

a.

P.

co"

,
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SUPPLEMENT TO SCHOOL INFORMATION SUMMARY

'" This supplement to the School Information Summary provides some additional
sources or data elements which a planner might wish.to.use to add to the school

thprofile. These few pages are not meant as an exhaustive list, but rather as A'
eans of. sparking one's thinking for some categories, if 9pre information than

the profile is considered desirable. -

I

. Dr. I. L. Roy Stern, Associate
Superintendent for Program Development

Dr. Art Steller, Coordinator of
Systemwide Planning

0

,



P

Further Examvien of Possible Data Sources for .

School'InftirmatiOn Summary (Optional)*

Administrative Regulations

Affirmative Action'Report

HCOS Goals of Education
.1 too.

National Curriculum Trends

Agendas of Meetings

Attitudinal Inventories

Board of Education.folicies

Community Surveys .

Court Decisions

Criterion Referenced Testa.Scores

Established Standards

Evaluation Data

Faculty DiseussiOns

Gallup Polls

Legislation - ,'Federal, State, .Local

Local Industry Employment Opportunities

Maryland State Department of Education
Regulations

Middle States Evaluation

MCPS Digest of Educational Statistics

4

a

'Oeher, Nee'ds Assessments

Poll of Recent Graduates

Prior Budget Requests

Prioritiesf the Superintendent
z.

Prc4ssional Literature

_Program Evaluation DatalOfVeripus Kinds

Program of Studies

Recommendations of Corisultants

Research Reports

Standardized Test res

Student Files'

Task Force.

university Entrance Requirements

**Various Lists of Objectives

Various Memoranda

I

..

*These data sources may be used to verify needs when conducting a needs assessment.

* *Unmet goals or objectives by definition are needs and rekesbnt an excellent
source for deteryining needs.'

1



TOPIC I: STUDENT- COMMUNITY CHARACTERISTICS

Category: Enrollment and Attendance

1. Dropout statistics ,
)

2. Nsumber,(or percent) of kin/tergarten pupils who attended preschool classes

3. Numberof students completing specific advanced courses or enrolled in
remedial courses

4. Number and percent of senior'clabs students exceeding State graduation require-
ments by mote than one course in science, mathematics, EfiglIsh, social studies,
etc.

.5. Course enrollment/grade distribution by race and sex

Category: Zest Data

1. Number of Students above grade level in math and readings (standardized tests)

2. Scores on MCPS developed tests, such as the instructional system for math or
the instructional systei for reading/language arts

Senior High

3. _Scores on college admission tests

4. Cemparisons of the number of National Merit Scholarship winners over a,period
'of years :

.

Category: Student*Behavidr/School Climate

. Number of youths (14-21) who are employed

A
2.. Number of youths (14-21) who have been arrested:

3. Comparisons of the number and/or dollar valtie of college scholarships earned
by student (counselor data) over a period of years

. .

4. Number (or percent) of honor roll students or National Honor Society members

5. Planned careers of students (counselor. data)

6. '.Number and perc,nt.of graduating class going to college,.post,high school
training, jobs, etc. ,

7. Percentage of student grades in various subjects (report cards)

8. Number of students failing two or more subjects (report cards)

2



II

Category:, Community Demographics

1.' Occupations of parents (permanent records)

2. Educational level of parents (permanent records)

3. Family size and composition (permanent records)

4; Languages spoken in home lb
5. Countries of origin of students (permanent records)

6. Facilities or resources w ich supplement school program, recreational,
libraries, etc.

7. Averages family income

8. Property values, average market price of family dwellings

%

C Category: School Community,Relations
al

1. Number of parental or other valunteers -- comparisons over 4.4briod of years

2. Percentage of parents joining PTA -- comparisons over a period of years

3. .Percentage of parents attending PTA meetings -- comparisons over a period of
years

Percentage of parents participating in parent-teacher conferences comparisons
over a period of years

5. Number of parental complaints (telephone or correspondence log)

6. List of civic and community group memberships held byst.,f,

7. Percentage of staff belonging to the local PTA

TOPI9, III: sPERSONNEL

Category: Staff Development/In-Service

1. Number of staff attending MCPS sponsored in-service programs__
(In-service Training Record)

2. List of professional organizational memberships held by staff

3. List of professional conferences or workshops attended by staff

4. List of professional journal subscriptions held by staff
1

5. List of college courses in which staff have enrolled



r-
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April 70, 1979

N

"JUST WHAT IS A NEED, ANYWAY?"

This paper defines' what will be considered a need 'sathat planners can communicate
more effectively with One another and proceed through the MCPS Comprehensive
Planning Process and the Needs Assessment Process. Other planning papers describe
these processes in detail.

Dr. I. L. Roy Stern, Associate
Superintendent for Program Development

'Dr. Art Steller, Coordinatdr of
Systemwide Planning



All organizations (regardless of the degree of 'sophistication at their'management,
systems) must plan on the banis'of meeting their needs. It 19 generally accreted
that unmet needs ,rude the effectiveness of an organization. This paper and others
related to the MCPS Comprehensive Mauling Process' attempt to describe and establish
a common Het of terms and a consistent approach for planning within MCPS. !111e.
the concept of need In fundamental to the MCI'S plaing.proces, it is imperative
that It he understood and treated In a like fashion throughout the system.

A need is defined as the discrepancy between "what iH" Mid "what should be." It

is important to realize that in practice."what should he" represt.nts an acceptable
condi t ion, not necessarily an ids dl state.

Goals (or objectives), programs, or resources arc often confused with needs. A
goal (or objective) is an example of "what should be." While both goals and ',Het.-
tives refer to "what should be," a goal represents an ideal state with an oblective
deacribing the acceptable state. Therefore,'a need exists when a"goal or objective
Is not being met. A programis,the prescribed treatment to meet a need. Resources
(time, money, books, people, etc.) are what a program requires to function and do
not constitute a need. For example, the MCPS approved formulas for re puree
allocation's (such as the one for textbooks), even if unfulfilled, do not identify,.
"needs.", Even though resources area hi'necessary and unmet allocation formulas may b

pused as art of a rationale for the resources, they are not "seeds'." Needs art'
expressed as gaps between the expectations of results 'and the present reality.
Planning is the operation which draws a relationship between the current status,
need, goal, objective, program, and resources. The relationship between these_
terms can be illustrated by the folfowiniu

PLANNING

r

CURRENT
STATITS

("What is")

NEED c COAL
(Gap between "what is" (Ideal state of "what
and "what should be ") should be")

PROGRAM

(Treatment to move from
current status towards
goal)

RE KDURCES

, (What a program requires
to functlon)

OBJECTIVE
(Acceptable state of
"what should be")

r I

OG



Provioum Schematic with an ERsuarle
77-

PLANNING

CURRENT NEED G011
STATUS The number of third

Fifteen_preent of the graders resding_below
third graders are read- grade level should be
'Eng below grade level. (needs to be) reduced.

V

PROGRAM

The MCPS.Inatructional
System for Reading/
Language Arts (ISRLA)
could be implemented.
(This is one alterna-
tive.)

RESOURCES ,
List of Performance
Objectives (ISR/LA);
InStrpctional Guides
(ISR/1,A); Annotated'
Bibliography (ISR/LA);
Instructional Materials
Sixty Minutes Per Day,
Etc.

.

100 percent of the third
graders shon1A-he
log at or above grade

OBJECTIVE
90 percent of the third
graders should he -read-
ing at or above grade
level on next yeapr's
tenting results.

Examples of Statements of Needs

In the following examples, the improved version is more specific:-

Need:

Improved
Statement:

Need:

Improved
Statement:

To imPfirve the school appearance and maintenance.

Studeneobservance of the rules relating to the treatment of
school property, both inside and outside the bundling, should
not be evidenced by littering, writing graffiti.: and damaging
shrubbery.

To improve communication within Office X

Important informs on relating to new job assignments should
be speedily comma icated to all involved within the office, and
there should be increased opportunity for comment and recon-
sideration before the job is begun.

2-



Other. Samples

For each of the samples beloi.i,a the first-statement describes the current status
while the second is reworded a peed. The farmer might be the.initial thought

,..9: &. : e 4

.

/which triggers its identification as a nee ,.;, -.. ."
,prAz

.. , :-...,.

Current .Status: Our junior high students are illiterate in their knowledge O
computers, as compared with'studenta in otherMCPSschOols. \----.,

NeeCCS'eatePtent: Our junior high gtudentatre PreSentlY4Iliterate with respect
.

. ..

..W' to computers compared witItheir counterparts in other MOPS
2

schools, while they' should be,at'least as knowledgeable.
7-4--.., v . e.

? *:, . `.... _
.

Wrent,Status: Social studies, textbooks and other instructional materials
.

on hand do not match the MCPS curriculum.

g.

Need Statement:

Currentietatus:

Need Itatemene4

Current Status:

Need.Statetent:

Current Status:

Need Statement:

Social studies textbookand other instructional materials
should correlate to the MOPS Curriculum, since they do not
presently.

The directions for the Comprehensive Planning Process materials
are perceived as being ambiguous by some program managers.

The directions forth6 Comprehensive Planning Process are
perceived as being atbiguOuaby some program managers who
ShoUld find the directions easy.to comprehend and follow.

Primaryichildren have insufficient physical education instruc-
tion terms of time) from the specialists and aredoing
poorlyin basic activities.

Most primary children are not able to achieve the Objectives
in thesphysical education curriculum, while 80 percent of them
should be able to. do so.

A
The math subtest upon, which the intermediate children score
the lowest is measurement using. standard units.

The intermediate°children should score approximately as well
on the subtest dealing with measurement using standard units
as on the-other subtests, although they are currently doing
very poorly on this subtest.

Considerations When Identifying Needs

The identification:of needs is a valueladen.process, as differences may become
apparent concerning what is labeled as.0 discrepancy. Opinions may differ as to
"what is" or "what should be" or both. The identification of a need may be done
by MCPS staff, people associated with MCPS, or persons.unaffiliated with :the
organization. In ei&ercaSe, each statement of need must be assessed to confirm
its validity.* Without thisassessment,.needs are merely unsubstantiated esires
or wants. Subsequent to an-assessment, a verified need. carries with no Igparantee
that it Will be resolved: Priorities must. be set and approvals secured.

*See MCPS Needs Assess-tent Process.

O'



Weds to be assessed shoUld be selected on the basis of a balanced look'aaa
school or department. In general,.some needs will be .related to student perform-
ince or instruction. Most.needs -wit). probably be described in terms of established,
measures of productivity,auchkas hest scores,; costs for bus transportation,' incidentsm
of vandalism,. etc." Some needs on process-oriented topics like, morale, decision rinakineW
attitude, cooperation, etc., should be included. A need could indicate a new or
revised policy, regulation, or procedUre would be required.

One should. be Cautious that_the ease of compiling information to support state-
ments of needs sines not inadvertently' become the reason for choosing the needs.
Where possible or'practicai, comparative data should.be examined to assertain if
anochet unit Would also consider a particular item a need. It is the responsibility
at supervisors to make these comparisons.

Some needs may be identified by someoneother'than,the person(s) responsible for
resolving the need. For example, school=based Staff could identify a need to
develop an instructional guide which would be the responsibility of the
Department., of InstructionakPlanning gnd Development. Suph needs should be
ttommunicated to the appropriate party or to avassociate,supetintendent, if one is
not certain as to where tke responsibility lies:

If possible, need's should be worded to Indicate the number of individuals affected
by the,need. Is "X".a need throtighout the entire school or for certain courses
or grade levels? ' -

. .
.

. ,

A.-Responses to-the following questions can also assist in identifying needs:

- What are we cloing,now that we really do well - and that we. ought.to continUe?
(This question is important for getting positive strokes; most of us work
more effectively when.we know we do some things pretty well.)

- What are we doing now that we do pretty:well even though certain further
refinements are necessary to assure desired results?

= What,are we doing now that ought to be terminated? That is, what are we
doing,now, that doesn't make any difference anyway?

f
- What are we,not doing that needs our immediate attention?

Final Note

Try to word "needs" in terms describing gaps. If this seems inappropriate or not
possible, the wording should communicate the intent of the need. Needs should not
be worded as "a need for. textbooks, nore art specialist time, iiF materials.," etc....
It is more important that the most critical, needs be identifiealland resOlved than
that their expression be perfectly phrased.

1James Oliver°, "Helping Teachers Grow Profeasionally," Educational Leadership
(.Washington, D. ASCD, December, 1976), pp. 195-197.

d
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Foreword.

Needs assessment involvei'the'gathering,
organizing, and interpreting of informa-iion-to apbstantiate a need; This. substantiation of a need determines its future

throughout the prOcess of planning;whether, in relation to,all other examiftedneeds,-theneed gets 'a hie) priority and emerges as a need ,to receive an allocationof resources.:
'

But a needs assesment can also be undertaken in its own right, distinct from therest of aformal Planning process.------As-;such, it represents simply a rational approachin which substantiating evidence is gathered and assessed ptiorto actions.- Needsassessment Cam thus be practiced as a skill to be later, together with other skills,incorporated into a full planning process.

The flowchart on the cover page represents an overview of the MCPS Needs AssessmentProcess. The planning outline, sample forms, and their directions constitute themain tools for conducting a needs assessment. The section entitled "Particulars
of the Needs Assessment Process" amplifies the process with further explanation.It is suggested that a planner study the entire docuMent and thereafter employthe planning outline and forms for guidance.

Throughout', this and the other papers on the Comprehensive Planning. Process, themajor stages and steps of the process are referenced according to a consistent
numbering system. Consequently, the.MCPS Needs Assessmept Process begins withStep . Substeps area however, referenced differently in this paper from otherpaper on the MCPS Cotprehensive Planning PrOceea..

?A
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MCPS Needs Assessment Process

Nee& assessments are conducted to identify the,gapS,bet4een;4what'is" and. "what4
should be." This gap Ordiscrepanayis defined as a need. "What shOuldhe4 is
not to be..Cansidered a utopian'state, ba'rather_what cat:editions areacceptable.
Priorities are set, objectives with sten (ds formulated, and plans,tlen created

,for cloSing as many gaps as posdible.7,

fA needs assessment provides the.fOundation'-for educational planning. The alloca
tion of'availaqihuman.and material resources shbuld bp based upon-an identified'
priority oN110,4,k An ,individual planner who has completed a needs assessment is
Able.to plan', document,-1and support requests fOr resources.

-\The purpose of this paper is to describe the procedures for conducting a needs
assessment in rim. The major MCPS Organizational units which conduct needs assess-,

ments are'divioions, departments, and the offices of associate superintendents at
the central office,level;schools and the.area offices of associate superintendents
for the school -based level; and the office of-the superinten ent.at a systemwid
level. The deputy'superintenddnes-offIce and: other organiza lonal units.reporti
to the superintendent will be considered as part of the,superintendent's office.

-

Thee -m "planneris used to indicate the head administrator (Or designee) of each
organizational unit tdien thatindiVIOual is engaged in-doing a needs assessment'
(which is a part of planning). .

The process of doing a needs assessment- must be fle enough so that each school
or organizationsl unit can make it,personal, yet be sufficiently consistent so that
data collected from all sources of be collated and synthesized. 'When. each organi-.
zational unit has completed a needs. assessment; the final product wilfbe a
hierarchy of needs for the system as a whole and needs specific for eachaevel within
the system.

,A comprehensive review of.the literature on needs assessment leads one to an
inescapable conclusi*: '!needs assessments are defined and conducted differently.
By outlining,the general proCedures for performing a needs assessment, a common
approach will become part of the standard means of operating in MCPS. The compre-
hensive systemwide planning process incorporates the assessment of needs as one of
its basic building blockS. However, the identification and verification of needs
is already underway in Many,areas of MCPS. Therefore, a description of this element
of the planning process may be immediately valuable for those who wish to use it.
Also, needs assessments should be designed to plug readily 4.11to the overall plan-

process, thus conserving.041*gies in the. future.
.

Several other aspects of torrent and projected systemwide planning process
will eventually be directly' fused with the needs assessmen6process. FOr example,
a system will be created for forecasting long-range needs, the product of which
would be available when scanning one's long7range needs (Step 5 A5). A list of
commonly identified needs in MCPS will be collected to be applied in Step 5 A4.
The annaul community survey could be rewritten as an instrument for collecting
perceptions relative to needs in MCPS.
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- The MOPS needs assessment process is .designed:for.all organizational units regard-
less of the extent of assessment previous undertaken. The process can beentered at any point, if the prerequisit and-required steps have already been

rvachieved. For example, a junior.-high sc col may have 'a list of identified needs
s.VaTid some related documentation.. The principal might enter the .processk. by deter-:
,Mining-what documentation exists for each need (Step 7 A), by collecting the.: .perceived needs of clients and staff (Step 7 B),-pr by determining the priorityof needs (Step 8). SuCh a decision an only be made by pinpointing what one hasalready done. It is strongly- renommended that, unlesit one begins with the firststep.giVen, a decision,.relativ to where to begin be made in concert'with one'S
supervisor. An influencing factor to keeip in Mind id' that: the allocation of
resources will depend in- part cnpon the documentation -of needs. '

). ;It is suggested that the admir4strator in charge of each organizational unit creae
a planning committee or use an efcisting coordinating group as a-planning committar
to help throughout the process. The main purposes of a planning committee are to
conduct the..needs assessment; prioritize the findings" (if not completed in theassessment itself), select needs toNarsef,. generate plane to resolve the needs,
assist in implementing the plans, -evaluate the results, and generally serve as a
communication- bond with others involved with the planning process. The composi-
tion of such a planning committee would probably, have less than five members , -sinceit is a working body. An administrator might decide that one or all of'the above
tasks will be- done by a .planning committee.

.The planning 'outline,
4 needs assessment.

all needs assessment
three columns on the
is going to see that
The planning outline
has been digested.

on page-57-3%<nd 4 lis s the steps involved in conducting a
se items indicated, ith an asterisk' (*) are essential .for
although it is suggested that every step be utilized. The

right band side of the form are to display for each step Who
it is done, when it will be done, and that it is in fact done.
is to be. used as a guide, oncethe remainder of this document

,.Two forms are provided for the needs assessment process. The form entitled "Needs
to Assess'.' is to be used in recording those_needs which a planner will assess.
The foitin.is to be used also as a Means fa obtaining approval from one's supervisor
to proceed.

The "Indication_of Need" forth' is utilized at several
The information gleened from the heeds assessment is
be used in communicating with others when seeking to
ance of 'targeted. needs.-

7V:0

points throughout the process.
summarized upon this form to
gain the approval and "accept-



Pleading Outline for Condticting a Needs Assessment

Unit

Activities

*Step 5 --Identify Initial Set of Needs to Assess
g

k A. -List Needs to Assess =

*1. List the known needs
,

2: Survey people informally regardingneeds. o.

. Collect And review .possible sources
9f needs

4. lisean existing list 'of relevant
need's. Modify, if necessary ,

5. Scan' long-range needs , .

*6. Confirm 'the' relevance of each need
to mission

*7. 'Submit those needs outside mission
to phomever appropriate.

*8. Collect needs submitted by others
as outside their mission'; but,

N.relevant to your mission
*B. Preparejleeds for Assessment

1. Compile identified needs
2. Confirm or reword to mdbt criteria

for a need
3. Eliminate those which are not

feasible
4. 'Analyze the range of needs
5. jaeduce to a manageable number
6. Word for clarity

. 7. Reference each need to a goal,
.policy, etc.; or develop a
rationale .

Finalize the list of needs to-
assess

.

9. Respond to persons suggesting
tinitial needs with their
disposition

ep 6.- Confirm Needs 'to Assess With Supervirr
e"

.tep 7 - Conduct the Needs Assessment
*A. Determine What Documentation Exists for

Each Need
1. Collect,and review possible sources

of data forinformation
2. Summarize relevant 'data for each

need.
3. Analyze the documentation:to

substantiate or refuteeaCh need

*Essential for all needs assessments.

Responsibility

0. .

Time,424.de Completed



Activities Responsibility Time Line Complet

4. Refine statements of needs, if
necessary.

5. Determine if additional assessment
should be done, vita perceptions of

staffi'students and/or the communit
B. Collect thePerceived Needi Of Clients

and Staff, as appropriate
1. Identify participants and selection

procedurep
2. Determine approach for collecting

perceptions and analysis
3. Prepare for the collecti f pex-

ceptions
4. Collect perceptions

a) Ranking of importance4
b), Rating of attainment"'

5. Compare perceptions of imponce
and attainment ''

6. Summarize perceptual data with
other documentation

7. Reach consensus on" needs and their
relative order of prioly
(optional)

*Step 8 - Prioritize. Needs and Select Needs to
Pursue

AD Combineand,Analyze.Documentated Data
with Perceptions Collected in Step 7 B
(unless completed)

. List All Needs in Qrder of Priority
(unless completed)

C. Select Some of the Highest Priority
Needs as Targets to Resolve

D. Complete Indication of Need fqr Each
Targeted Need

*Step 9 - Establish Tentative Objectives with
Standards

A. List Constraints and Determine Ways to
Modify

B. Establish Tentative Objectives with
Standards Which When, Achieved Will

e Resolve Targeted Needs
C. Modify the Number oTargeted Needs,

If Necessary

. $

*Step 10- Review the Priorities, Needs, and
Objectives With Supervisor

A. Negotiate Approval of Priortties, Needs
and Objectives, If Necessary

B. Report Priorities, Needs, and Objectives
. to Staff, Students, and the Community

, 1 1

*Egsential for all needs assessmgpcs.

IL 4
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EXPIRATION: March 1980
ot-A)L43
. . Office for Program Development .

!PAININ \ MONTGOMERY COUNTY PUBLIC SCHOOLS). - ... Ili =...=' =
' Rockville, Maryland

r .
NEEDS TO ASSESS.NSTRUCTIONS: This form is to be completed by designated planners within the time frame established by the approved comprehensive

tanning process. Refer to the 1979.80 Guidebook for explanation and directions Amarding each planning step.

anning Process Reference: Steps 4-6 m

School/Office/Department/Division/Unit Area

List each identified need for which you are considering Program or administrative changes. This includes needs with either positive or
1

negative differences.between "what is" and "what should be," i.e., performance expectations which may result in additions to the program .

or eliminations of current activities. For each needs statement, list source(s) of information showing an indication of need and an
approved purpose. On Side 2.desclibe the method by which you plan to assess the needs. Usoadditional sheets as necessary to describe
§11 needs: t '

rretiminary
A Needs

Statement \
Indication of need:

Approved purposes:I

Need considered for: (check one)

. .

Increased emphasis

i

.

Reduced emphasis
Preliminary

B Needs

Statemet -4n

Indication of need:

.Opproved purposes: I .

Need considered for: (check one)

.

.

'

Increased emphasis El Reduced emphasis
Preliminary

C Needs .

Statement

Indication of need:

Approved purposes: i

Need considered for: (check one) . NI a Increased emphasis

.

.
-

Reduced emphisis
Preliminaryfl Needs

Statement , -,e

Indication of need:

Approved purposes:

Need considered for: (check one)

it

Increased emphasis

. .

,

Reduced emphasis
P.reliminary

E Needs

Statement

Indication of/Ted:

Approved purposes:

Need considered for: (check one) Increased emphasis

--
-4 ? .

i.

Reduced emphasis
MCP 3416-52_ Anril 11:170



.
Preliminary

F. Needs
Statement

Indidation of need:

Approved Purposes:' -

Nefid considered for: (check one)

t

i .

El Increased emphasis

.
%

,_

,,,

.

.

.

.-.,

Reduced emphasis

Preliminary
G Needs ......... ,

Statement

Indication of need:

Approved purposes'A

Need considered for: (check one)

.

.a Increased emphasis El Reduced emphasis

.

:.:*

.

Preliminary
H Needs

Statement
...

Indication of need:

Approved purposes:i
,

Need considered for: (check one)

,

.. .

.

.

-

Increased emphasis Reduced emphasis

Proposed method of assessing needs I

,. .

.

.

.

_
.

.

. .

.

. .

.

.

i--

.

Planner (Signature) Title Date

Comments:
FOR-SUPERVISOR'S USE

.

I 1 R
NI

.

.
.

.

Signature t' Title
4

. Date



EXPIRATION: March 4980.
.7- -*'°k-. _ Office for Program Development

.

,'-'J 1.4-~T"c2(`' 'MONTGOMERY COUNTY PUBLIC SCHOOLS ItJDICATION OF NEED
Rockville, Maryland

alt1STRUCTIONS: This form is to be completed by designated planners within the time framksstablished by the apprsoved comprehensiveMr tanning process. Refer to the 1979.80 Guidebook for explanation and directions regarding each planning step. ,- '

,
.Planning Process Reference: Steps 8-10

.

School /Office /Department /Division/Unit
> Area

Need considered for: (check one) Increased emphasii educed emphasis
Statement oeiteed ' \ PRIORITY

\ No. of

Topic

IP \ Category ,\

Objestives with standards

.r 1

.

,

.
.

,,

.

.. .
I

.
.

.,

r
..

.
..

.
..

. 0
.

.

.
.

.

Approved purpose(s) or rationale .

.1
.

%

.l .

.
.- 0

Estimated savings (to be completed only for needs addressing reOuctions)pr eliminations.)
a; Number of person days: professional ; supporting services

\b. Other;
.-/ \

.
1.IMora Form 39M 00, t --t 19I9



Summary of needs assasament data

O t.

4

Planner (Signature) Title Date

FOR SUPERVISORS USE
Comments:

Marlton' t20 Title Data

8



Particulars of the Needs Assessment Process

AThe following sect ampfifies the MC Needs As4essment Process with further.
expntnation.'

Introduction

Change- is a constant which creates new needs and demands upon schools. Edutators
themselves facilitate, -change in their students which is learning. School systems
also must learn to change. One approach for institutional self-renewal is to
conduct needs assessments periodically and to act upo the results.

ti

In general, a needs assessment is an organized attempt at making informed decilions
about needs and the most, productive order in. which to tackle them. Needs are
identified-by progressing through a series of formal steps.

The term "needs assessment" has become, rather popular in the literature and
practice of education in the last few years. One initial reason for high interest
is the logic of assessing needs as one of the first steps within the, larger context
of educational planning!' The fact is that practitioners have fOand'needs-assess-
ments a valuable tool,

Glenys Unruh makes the point that:

... prior to involvement in making major decisions, it is necessary
to identify needs and concerns through some systematic way of
involving a diverse constituency. Once the needs and concerns
have been identified, listed,-and sorted into personal concerns,
institutional concerns, and societal concerns that affect the
school, priorities can be assigned.*

A needs assessment is a formal pKocess for identifying areas in which there exist,

discrepancies between expected -: and obtained results. Simply listing apparent
needs in an organization can easily produce a host of items too lengthy to be
effectively managed. Needs assessment procedures are designed to narrow this
field to a list of unmet needs placed in order of priority. The process involves
documenting needs through the perceptions of interested parties, accumulating
ob ective facts and data, or, ideally, using both objective and subjective data..

As stated earlier, a need is-defined as the difference between "what should be"
and "what is:". A goal is "what-should be." Therefore, a need exists when a goal
is not being met'. _Goals are often not clearly labeled as "goals," i.e., the

.

Board of,Education'spolicies, the Program of Studies... administratiVe regulations,
'the superintendent's priorities, legislative mandates, municipal laws, etc. Some
of "what -"should be" has not been formally stated but traditionally functions as
an "unwritten rule" or what might be called 'an assumed goal. Some examples are
tha each school will have a student safety patrol, each employee will make con -
tributions above and beyond a wrttten'job description, each principal will en-
ourage parental volunteers, etc. Phrased in another way, a need is the gap
letween what a'goal prescribes and what the actual accomplishment describes.**,

*

* Glenys Unruh, "New Essentials for Curriculum Leadership," Educational Leadership
(Washington, D. C.: Association for Supervision and Curriculum Development,
May, l976,, p. 583.

**A need could also be the gap between what an objective prescribes and what the
actual accomplishment describes. This level. of refinement is not usuallrforma-
lized to any significant extent for major planning purposes, except in specialized
or technical areas. However; such needs m4y'be acted upon; i.e., a'atudent notgt accomplishing an instructional objectiv would receive special help from his or
her teacher. e_



A representative cross section of the elaIitional community -- staff, parents;
nonparents, and, for some areas, students''-- should participate in identifying
therieeds of MCPS organizational units. The public and the learners' perceptions
of what the school syttem,.ought to be doing should be measured along with the
opinions of the professionals. Value; are important factors which determine
whet happens in public institutions. A comprehensive assessment of needs will
weigh such values as initial input for the planning process. Otherwise, intense
community values may manifest themselves in political action after plans have
been set in motion. Through cooperatively arriving at the needs for the various
levels of MCPS, ownership of the school'system becomes increasingly more of a
partnership.

A needs assessment would not rely solely upon perception's, except in rare instances.
A.complete process buttresses the perceived needs of the educational community with
objective facts and-data. UtuaIly additional documentation consists of evaluative
data or measurements such as test scores or numbers of student suspensions.
However, verdicts of court cases, new legislation, research findings, etc., are
also valid indicators. Delibedte efforts should be made to pursue through docu-
mented Information as close an approximation of reality as possible.

11, If the perceptions of need do not match reality, the differences should be re-
conciled. Both standardized and criterion-referenced test scores may indicate
pupils are doing well in a subject, while the public believes them to be doing
poorly. The probelMithen is one of communication, or the parents not accepting
the curriculum, not that the results of the particular instructional program are
lacking.' Of °course, the testing program may require some study, if the results
are in question.

To anyone engaging in a needs assessment,. the most difficult issue is just what
should be assessed. Some needs assessment models start with ranking (in terms
of importance) and rating (in terms of attainment) goals or objectives and then'
translating those with high rankings and law ratings into needs. Some models
use needs for the beginning point. This paper takes the position that starting
with needs is more appropriate for MCPS. Consequently, the MCPS process does not
require goals to be translated into needs as some models,do. The rationale for
Such a stance is that MCPS should build,upon what progress it has already made.

-The Goals of Education as adopted by the Board of Education in 1973 provide
overall direction for the.system. The Program of Stud4,es, the Board of Education's
policies, administrative regulations, etc., provide additional delineation of
"what should be" in terms of approved purposes and means. Furthermore, various
organizakional units have developed mission statements and goals and objectives.
The needs of any organizational unit, therefore, become the discrepancy between
"what should be" (the goals) and "what is" in areas consistent with its mission.

An inherent assumption of the MCPS position on needs assessment is that the
universe of expectations, approved purposes, and means or goals are not -presently
described, nor will they ever be, due in part to their fluid nature. However,
needs can be assessed and utilized as information for planning. Identification of
a heretofore unknown need should lead to the formulatioq of a clearly stated goal
or purpose. Likewise4 "unwritten,goals" that relate to tbie emerging needs will
thus become articulated.

1 2 2, y 1.
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Needs assessments may be conducted 'at any-level of the schoolystem. The
Department.. of Instructional Planning and Development may decide to'do a needs
assessment to dtermine which curriculuM area is moat in need of further develop-

/ ment. -A high school athletic department could 'do a needs assessment to diagnose
what discrepancies exist., An elementary principal might,generate schoolwide
priorities Of need through use of a needs - assessment.

.

Sometimes'a second needs assessment is done to, further refine a need, or to examine
the relative importance.of the components of an overall need. Using the Department
of Instructional Planning and Development as an example, reading achievement may
emerge as a need. Another more detailed needs assessment might be conducted to
analyimithe component parts of reading comprehension,yord analysis, appreciation,
etc., ith the intent of further defining the need. .second such needs assess-
ment is usually called an "expanded needs assessment," although occasionally the
literature uses this labl.for describing the collection of objective data:

;,
Obviously; significant prodedural differences occur in.perforMing a needs assess-
ment at various levels of the system; however, the basic strategy is the same
whether the needs assessment is an overall assessment or a more detailed (expanded)
one.

Step 5 - Identify Initial Set of Needs to Assess

Prior to the actual appraising of needs, a preliminary reductiOn of the range of
the content from all possible needs to a manageable number is required. Such a
screening procedure is in a sense, a "mlnineede assessment," althqugh%effort spent
at this point should be rudimentary. Nevertheless, a needs assessment cannot
proceed without such preparation.

Step 5 A. List Needs to Assess

Selecting he topics that might emerge as needs is the most critical step of the
needs assessment process. Everything/ which follows is built upon these preliminary
needs. At this point, the scope of the study is determined by narrowing what will
be assessed. The universe of needs simply cannot be ajdrdssed. It is only those
needs deemed the most critical or important that should be assessed.

1. List the Needs 01

Some needs are so byious that a few minutes of reflective thought is all that is
needed to recall the Certain nagging problems may qualify as needs. .Often'a
need has been known'for some time, but Other needs have taken precedence. In
some instances a need has been acknowledged, but resources. have'not been allocated
to resolve the need. After starting a list of kneWn needs, it may be a good idea
to set it aside for awhile-and then come back to it. Once such an initial inven-
tory ofineeds has been generated, it is time to involve other people.

ac
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2. purvey People Informally. Regarding Needs

Another method for coming up with a list of needsito us inJa More formal assess-
ment is to survey people inforMally. Simply asking staft, parents, and students
what the needs of the organization unit are will produce som/ very good items.
Anyone who partakes of the services or uses the products of"a given organizational
unit, as well as the unit's members, should be eligible to suggest needs. School-
based staff should be asked to contribute needs for Consideration to the needs assess-
ment processes of their area offices. Staff who work with central office depart-
ments should do likewise when these departments do needs assessments:

A brief period spent during meetin of the staff, PTA executive committee, Stu-
dent council, advisory' committees, etc.,-should be sufficient for enlarging the
initial list of needs. These groups should be cognizant that the intent is to
iden4fy some preliminary areas of need which will undergo additional examination.
Otherwise they may expect formalized plans of action for meeting all of the needs
they propose without confirmation,of the needs. Suggested needs can be elicited
by brainstorming "What are our needs?" or "What should we be doing that we are not
doing now (or at least as well as we should be)?" No attempt should be made to
evaluate comments or slow the flow of ideas. This feedback will probably require
that some responses he combined and most will necessitate rewording. However, these
activities can be )affective thought provokers and lead-up exercises to the actual
needs assessment.

3. Collect and Review Possible Sources. of Needs

The chart below provides some sources from which extractions can be made concerning A
"what should be." In some of the given sources "what should be" is actually written IMF
in that format, while inferences are necessary'in other cases. Once "what should be"
has been clarified from these sources, discrepancies (or needs) from "what is" can
be determined.

The possible sources from which needs can be drawn is quite large. The chart here
is not meant to be all inclusive. When considering which sources to use in selecting
needs for assessment, one can start with those sources that have dictated or
suggested directions previously. There is no set method for reviewing such diverse
documents, except perhaps skimming for germane statements. The most apparent
items to include are mandated standards of directives which remain unmet.

j.." The source of any need chosen for assessment should be accurately recorded and
retained because it can be utilized to document the need and/or to provide a refer-
ence to approved MCPS purposes.

.!.

Further Examples of Possible Data Sources*

4

Administrative Regulations MCPS GOAls of Education

Affirmative Action Report National, Curriculum Trends

Agendas of Meetings Other Needs .Assessments

Attitudinal Inventories 'ep011 of Recent Graduates

*These data sources may be used to verify needs when conducting a needs assessment.

24
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Further Examples of Possible Data Sources (Continued)

Board of Education Policies

Community Surv,eys

Court Decisions

Criterion Referenced Test Scores

Established Standards

Evaluation Data

Faculty Discussions

Gallup Polls

Legislation - Federal, State, Local

Local Industry Employment Opportunities

Maryland State Department of Education
Regulations

Middle States Evaluation
.

MOPS Digest of Educational Statistics
7 °

4. Use an'Existing List Of Relevant Needs. Modify, If Necessary

Prior Budget Requests

Priorities of the Superintendent

Professional Literature

Program araluation Data of Various Kinds

Program of ttudies

Recommendations of Consultants

Research Reports

Standardized Test Scores

Student Files

Task Force Reports

ersitY Entrance Requirements

**Various Lists of Objectives

Various Memoranda

One of the best and simplent means of determining what needs to assts is to
utilize a roster of needS whiCh'already exists. -Some modifications Mightbi necessary
to be. sure. that.such,a list truly-reflectsthe situation to be assessed. Obviously,
if an appropriate list. of needs is available,' It will save time and effort:"

.

Since schools are faced with similar issues and needs across the country, needs
identified by one school are likely to be similar to the needs of another, Therefore,
needs identified by another'school in its needs assessment might provide a good
launching pad. The needs recognized by another MCPS shOol would be especially
worthy Of-deliberation, as the environment may Closely resemble the school .now doing
the assessment. A search of the needs assessment literature will also reveal what
other schools ha(re determined theit needs' to be The area offices or the various
central office units may have difficulty in detecting a relevant list of needs,
already compiled through someone else's. efforts:

It would be ususual if any existing list could be utilized' intact:wit out some:addi-
tions or deletions.The modifications necessary to convert an- avails le roster of
needs, to the immediate situation shOuld be carefully considered.. Minor alterations
of wording may be needed. EntXre statements of needs might have to be eliMinated
or added. The initial needs selected for formal-assesSment must be appropriate 'to
the.unit under examination.

The second cycle of.doing a needs-assessment should be base*Upon the results of
the previous assessment.. Thus, one does not have. to continually recreate items to
assess, but rather,start with the list of needs identified previously.

**Unmet goals or Objectives by definition are needs and represent an eXcellent
source for determining needs.

13
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5. Scan Long - Range Needs
)

The inclusion of needs that are forecast to emerge in severe, years is exceedingly 111valuable for assessment purposes, if available. ,.4' f

Ot. 1 ' ,, ,-;

[.,,

Educational planning would be greatly enhanced if it ?co
It-

ulAcondentrate upon meetinglong-range needs; The trouble is that education01 institution p do not usually' havesuch information upon which to act. The reliabilityof suchleta is questionaljle,unless it has undergone rigorous analysis. ,Numeroue;Itechnigues exist, and many,more are under development, for predicting the'fUture tre 4analysis, social;."auditing, cross impact studies, litc. Unless'One has access b structured fore'caSts,1of what needs are likely to emerge in the fui4re, it is noyAiggested that suchneeds be incorporated into a needs assessment,,. The, MOPS coOprehensive Planning
Process will include a foreca4418 element which will proVide such information.

The five-year plan forprojected implementation of the MCI'S instructional systems
or other, such plans should not be confuhed with forecasting. These plans have beenformulated to meet a need that has been identified (although periodic reassessments
are worthwhile to determine if the plan should be altered). .A forecast is doneto discover needs which may develop in the future. Needs assessments are morelikely to'deal with forecasts than projected plans. The overall planning process,must incorporate both. 4

6. Confirm the Relevance of Each Need to'Ni ion

110CThe needs identified may legitimately imps those doing the identification\, but.some may still fall outside the school or organizational unit's,mission. Some needsmight best be addressed by other agencies in the community.' Other needs might be
more functionally related to another unit in MCPS than the one having done the
identification. An example would be a school identifying a problem with the generalupkeep of the buses which would be a need to be assessed by the Transportation
Department rather than the school. In some cases joint assessment by two or moreunits would be the most effective tactic. The Department of Budget Planning and
Development and another department using its services may both decide to assesssome aspect of the budgeting ?rocess.

All of the needs which are formally assessed shbuld be relevant torthe mission ofthe unit doing the assessment. It is assumed that planners are conversant with
the mission of their respective units and other MCPS units and can make this deter-
mination in.spite of often overlapping responsibilities.

7. Submit Those Needs Outside Mission to Whomever Appropriate

Those needs which are outside the mission of the unit should be submitted to the
appropriate MOPS unit or other agency. Within MCPS this sharing of information should
be encouraged and openly,'exchanged. Special care and .discretion should Wtakenwhen transmitting needs td organizations outside MCPS.

,
. Collect Needs Submitted by Others as Outside Their Mission, But Relevant toYour Mission

A312anner'''A" will submit needs-oUtside his or her mission to other planners who deal
with shat type Of need. Planner in turn receive from these other plannerssome needs with which heor she works. Such cooperation and. trading of informatipnwill greatly-contribute to a valuable and realistic list of needs. A healthy by-
product of:this process is ihe,foetering of communication between planners.
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.Step 5 B. Prepare Needs for Assessment

.

t
:At this point the pe on(s) doing the needs assessment has identified. ome needs
or at least what appe r to be needs. Additional'preparations are necessary prior
to the actual needs assessment. What follows is a set of operations described
separately, alt cough in'practice one would probably work on them concurrently.

n
li

1. Compile Ide ified Needs

The aforementioned activities have produced discrete lists of. needs which are nowready for compilation. Some needs maybest be handled by being blended together:
For exadtple, a need relative to disruptive student behavior in the lunchroom and
'another need detailing the same kind of behavior on the playground could be joined.

2. Confirth or Reword to Meet Criteria for a Need
,

A need in its formative stages may be difficult to articulate. Once phrased, it
may not conform to the definition of being the difference between "what-is" and
"what should be. "' A clearly stated need describes the discrepancy which exists,
not simply that X should be improved.

Example: Children should have better handwriting.

Discussion: Not only is it difficult to'disagree with, the gap .betAn
expected andpreSentA3erformance is not communicated.. Are all children
doing poorly 'in handwriting or is there an identifiable group of children?
Is the problem 9 the area of manuscript or cursive? Does-the concern
exist with all of the handwriting children do', when children are doing
handwriting exercises, or only when Children turn in papers when hand-
writing is not the main evaluation emphasis? Upon. asking such kinds of
questions, the need will become crystalized.

Improved Example: At the fourth, fifth, and sixth grade levels, our students
do not practice the handwriting skills which they demonstrate in penmanship
exercises.

Often wording.a need so. that the discrepancy is readily discernable can become a
bdrdensome dilemma. The advice given here is to word'each need as best one can.
It is. more important that the most critical needs be identified and resolved than
that the wording describe a dis-t-i-nCt measurable gap. The needs assessment process
itself will foster a clearer meaning of the need as data is collected. After
collecting and analyzing the assessment data, the statements of need are to be
refined (Steps 7 A4 and 7 B). k°

. .

Needs cannot be stated as resources,'programs, or goals. Needs are related to
desired outcomes, not means. An important criteria, to use in wording needs is that
they not be given as resources, programs, or goals. (See MCPS paper entitled
"Just, What Is a Need, Anyway?")

3. Eliminate Those Which are Not Feasible

Needs which are judged as"not feasible to%resolve should be eliminated before Spending
efforts upon their assessment. Reasons for such a judgment might be an astronomicAl
high cost or a conflict with existing, policy ex laws. A previous attempt at resolving
a need could indicate such constraints. While it can be argued that one should go r
ahead, assess the need, compile the data, and try again;, people do get tired of "beating
their heads against the wall." Also, there are.undoubtedly a sufficient number of more
feasible needs upon which to concentrate. efforts..

15



4. Analyze the Range of Needs

The needs selected, for assessment should provide a balanced look at the..organiza-
tional unit. Thei4 would generally be some needs related to, student performance
and some to managerial concerns. Most needs will probably describe established
measures of productivity: test scores, costs for bus transporation, incidents of
vandalism, etc.' Scomit' needs should also be assessed on-proceas-oriented topics like
morale, decision making, commitment, cooperation, etc. If the initial list of needs
,does not reflect input from all aspects of the organization, additional of alterna-
tive needs should be considered.

5. Reduce to a Manageable Number

It is rare for an_organization to attempt an assessment of more than.30 needs. The, ,

sthaller the number of items,..the more intense the analysis-can be.- Most often, 15.
to 20 needs are examined by educational organizations. It is suggested that no more
th-in 10 to 15 needs be assessed by MCPS units; so the analysis can be indepth and
accurate. The actuarnumbet of items is best determined by the purpose of the
assess)1ent and the desired atoll of the analysis. The needs must be few enough
and ex ensive enough to make a meaningful impact as well as being manageable in the
assessment process.

6. Word for Clarity

The needs must be worded so as to communicate their intent to the persons who will
test their validity. Educational jargon should be avoided to improve clarity,
particularly since noneducators will likely be participating in the assessment. If
questionnaires are chosen for,coMpiling perceptions of the needs; the working is
vital.

Ato
7. Reference Each Need to a Goal,,Policy, Etc., or Develop a Rationale

The needs which will be formally assessed should be referenced to an approval MCPS
goal, policy; regulation, or other official, indication of "what should be." If no
such link is readily apparent, a rationale describing how the need relates to "what
should be" would suffice. This correlation will help distinguish wishes from needs
in terms of validation. An example of a need referenced to an approved MCPS goal is:

Need: Nearly all students are performing poorly when doing exercises requiring
critical thinking when most students should be able to perform satisfactorily.

Reference: The MCPS Goali'of Education, section on IntelleCtual Development.

8. Finalize the List of Needs To Assess
0

In summary, prior to assessment the list of needs,should be reviewed to:

2
a) Confirm relevance tomissipn
b) Eliminate those needs.whiChhre not' feasible..
c) Analyze the _range of needg
d) Reduce to a manageable.number
e) Word for clatity ,

f) Reference each need.to'a goal, or develqp atationale

0
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Step 7 A. Determine What Documentation Exists for Each Need

When describing the gathering of existing information about needs, the professionalliterature usuallylabels the procedure an "expanded needs assessment" with theyresulting data being "verified data." There is, however, little consistency con-cerning.what specific data to collect. Some attempts are being made in variouseducational institutions, usually higher educlition, to develop a more standardizedset of. indices which would
serve.as documentation of needs. 'Until or unless sucha data.framework is utilized, the individual planner doing the needs assessment-must decide upon the data to collect and analyze.

Two views on what data to gather when assessing needs follow:

The proportions and actual numbers of students who fall below desired per-) tormance standards; Physical location where problems are most difficult;.Hypothesized reasons perfoi-mance falls belei* standards` in different locations;Characterisitics of facilities, of staff, and of progYana in relevant areas;General population characteristics in the area of concern; Implications ofthe needs assessment for the entire system, including areas where the problemis less severe or doe s not exist.*

Background data about the student and the school are extremely helpful wheninterpreting the achievement data. In relation to the student, these mightinclude the educational level and socioeconomic status of, parents. For theschool, commonly gathered,data are tht average class size, average per studentcost, and,major features of the curriculum and teaching methods used. Ifsubstantial persistent relationships can be found between the outcomes (thatis, levels of achievement) and the inputs and processes, then decision makershave sturdy tools with which 'to direct efforts, to improve the educationalprocess.**

Another data problem is that available documentation which can be used to confirmor refute needs comes in many, forms.***. CoMparisons betWeen aubjective..statamentsin memoranda supporting one need and a.set of numbers supporting another mudilbemade. No easy answers have been found to clear up this dilemma.

School information summaries have been proVided those schools participating. in theComprehensive Planning Process, thus giving some valuable data to'local planners.

One should be cautious that the ease of compiling assessment data may dictate thefinal priority of needs rather than the actual size of'discrepancies. An exampleis the relative ease and reasonableness of using standardized test scores todocument a need in mathematics. In contrast, a curriculum need in handwriting maybe recorded by a couple of parental complaints, and a few samples of poor penmanship.The greater 'the variety of information sources used, the greater the likelihoodthat the most critical needs will be correctly diagnosed.

*U.S. Office of Education, "A Manual for Project Applicantsand Grantees," Guidelinesfor Title III, section 306, and Secondary Education Act of 1965, mimio-'graphed (Washington, D. C.: U.S. Of ce of Education, 1970), pp. 35-37.
**Stanley Ahmann, "Administering the Achievement Test Items," How MuchAre Our YoungPeople Learning? The Story of the National Assessment, ed. Donald Robinson.aloomington, Indiana: The Phi DeltalKappaEducational

Foundation, 1976), p. 9.
***The sources of doctimentation employed earlier can also be applied to the assessmentof needs.

, I
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A list of'needs referenced to MCPEAlgoals is now ready for assessment. The state-
ments of'needs and their reference should. be summarized on the "Nedds to'Assess"
form, a trample of which can be found-in this paper. This form is, to be used
when confivming the needs to assess.with one's supervisor.

9. Respondcto Persons Suggesting Iniill)Needs With Their Disposition

Every person of group who suggested an item for the needs assessment process should
be notified as to its disposition. Persons who.took the' time to contribute should
receive a rely. A particular need may have been modified, dropped, or included.
A brief reason should be giVen if the suggested need is not being considered.

Step 6'- Confirm Needs to Assess With Supervisor

The pteliminaTy needs statements should be submitted tp one's supervisor for ton-
lirmatldn" anaN, adjustment. The planner-should be aware of any areas his or her
supervitor fee, should be assessed prior to conducting the needs assessment.
Otherwik a upervisor may be justified in believing that some essential items
have been om ea

At the dame ti tlq e pla ner should .know and share how he or she plans to conduct
the needs'asse merit. After reading thisdocument the planner should be fully
prepared:.-to 011icrifie how the aslessment will be completed.. It is important that
'the planner awe the questions: How will the needs be assessed? How will
staff, AudgptsInd the community be involved?

:
. 0It is W,Oggested that this step be done in writing, rather that via an interview.

However; if sig#ificant2diffe ences of opinions occur, a face-to-face meeting
may be necess A If not; the Oral "Needs to Assess" should be able to be
passed back a forth-for this pui-pose.

4

4

41r.

- r

--)Step '7 - Conduct the 'Needs Assessment

A needs assessment broadly conceived is a collection of information on needs which
is subsequently analyzed. A wealth of dataqs handy to MCPS planhers. For this
purpose previously compiled data should be examined as a first step in varifying
aneed. Many of the needs in MCPS have already been outlined through various
examinations or studies. It is conceivablelhat sufficient information is already
on hand to substantiate or refute a particular need without further assessment.
If this is the case, it seems unnecessary to harvest additional opinions to
reconfirm a need.

Most of the literature on needs assessments assumes a lack of data, especially
when it comes to what people think about needs. MCPS community surveys, task
force reports, advisory committees' reports, special interest group studies',
etc., provide a great deal of information on perceptions. Ideally, MCPS staff
engaging in a needs assessment would utilize both previously collected data or
documentation and the perceptions of other staff and clients. -The initial set
of needs might help indicate the approach by their very, nature., However, a
Aecision on this matter Is. best made by the planner and his or her supervisor.
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1--Collact-and-RaView rossible Sources of Data f&fInformation

1'or each peed being assessed, all of the available sources of relevant documenta-
tion should be'collectedind reviewed. If at all possible, several different
kinds of information for each need should be secured. Pertinent information should
be retained throughout the assessment process so it an be shared with others.

2. Summarize Reliant Data for Each Need

The documentation which has been collected for each need should_be concisely
summarized. The wording should'be written for easy assimilation and interpretation '

by persons unfamiliar with the original sources. Names, dates, numbers, etc.,
should be recorded on the form.located at the front of this paper. Information.
oth Confirming or disputing each need must be provided for accurate evaluation.
Besides aiding the analysis of the information,,the dondensed data can be used when .

discussing needs with decision makers or the public.

3. Analyze the Documentation to Substantiate or Refute Each Need

An analysis of the 'summarized data will lead to each need 'being confirmed or refuted.
Most needs will probably be substantiated as needs, although some needs will emerge
as more "in need" than others. The size of the discrepancies is a factor to be
considered in the analysis.

4. Refine Statements of Needs, If Necessary

The information compiled may be sufficient to suggest refinementOr'alteration of
one or more of the original statements of needs. An example would be'a need rela-
pve to spelling adhieyement in an elementary school which.MaY turn n out to be true
°only for the'upper grades.

5. Determine If Additioxiial Assessment Should Be Done Via Perceptions of
Staff, Students and/or the Community

.

In most cases, a needs assessment wqui%d invollie formal staff, student, and community
input.with respect tothe needs of any.MCPS organizational unit. However, abundant
informatimay be available without taking this step. Various surveys, or task r
force repoits which could be used in the assessment process contain the opinions- of
.diVerse parties. A school needs assessment would most likely include students and
parents as participants. Some central office units may desire to use only decu-
mented 'data.in their needd assessment. A decision in this matter is best made with
one's supervisor..

Step 7 B. Collect the Perceived Needs of Clients
and Staff, As Appropriate

The majority of the professional literature on needSassAdsments focus upon the
collectiOn of the perceptions of a diverse group of 'people. Common terms msed to
describe the results of such surveys are "perceived needs" or "fe t needs." If
the "perceived needs" of any particular 'segment of the community documented .

and representative, it would hot be necessary to collect their op ions again.
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Oftentiroes,representatives-of the-divetse-grdupa-gathered-to-cont-ri uce-their
thoughts for the needs assessment are asked to become further involved in planning
as a. planning committee. These individuals could be particularly helpful later in
assessing the progress made towardjoeeting the needs. Dissemination of information
would also benefit. The length 0059ervice or "turnover date" for such a planalug
coMmittee should be communicated to those persons involved at nn early stage se
it is not perceived as a life commitment.

1. Identify Participants and Selection Trodedures .

Throughout thistxper it has been, suggested that a broad cross section of the
community contracontribute to theneede assessment process. The views of the community
can. be solicitated throUgh several different techniques. An open invitation could
te extended to all persons residing within the boundaries of a school'or area.
Specific persons could'be invited to participate. The composition of the'representa-
tives could be structured around various categories of people in the community. The
latter would be done'in keeping with MCPS guidelines and policies on coOmunity
involvement. The kinds of people to be considered for participation in a school-

.

based needs assessment are:

a)

b)

c)

d)

e)

f)

g)

h)

Supporting services staff
Students (usually junior/middle or senior high)
RepresentatiVes of various community organizations and/or agencies
Representatpes from school...affiliated groups
Parents \,

Nonparents
Classroom teachers and other certified staff
Administrative staff

It would be thost difficult to list representatiires for each central office unit;
however,'in general,'the liaisons for these units and the area offices would be from
any of the above groups with whom they regularly interact or for whom they-provide
a service. It might be desirable to include some persons with whom the unit tyRi-
'cally has no contact to act as a counterbalance or neutral party.

Once the decision about whi.ch groups involve is made, the number of participants
needs to be determined. The total number of persons to involve will depend upon
the approachselected for collecting their perceptions (see next.section). In some
cases the entire staff of a school might be involved. If represeAtatives of a
group are to be used,'the planner may wish to chdose the participants randomly,
ask for volunteers, use designated leaders of the organized groups, or° request the
gtoup to provide a representative(s). Some combination of these strategies could
be utilized to meet local purposes.

Examples of lists of participants for two different settings,follows:

Elementary School 4

Principal
Classroom teachers (16)
Art, music, etc., teachers (2)
Area office teacher specialist (1)
Taxpayer Association representative (
League of Woman Voters

representative (1)
Senior Citizens Club (2)

Igg 20

Recreation Department (1)
Boy cout Leader (1)
G rl Scout Leader (1)

nom selection of nonparents (2)
Random selection of parents (4)
PTA Executive Committee (8)
Elected fifth/sixth graders (4)



Department of Management Information and_COMPuterLServices

Director
Department staff (3)
Division of Systems Development (3)
Division of Data Processing (3)
Elementary school principal (1)
Middle/jdnior high principal (1)
Senior high principal (1)

Representative from each area office (5)
Representatives for the superintendent

and deputy (2)
Representatives for each central office

Associate Superintendent (3)

2. Detdrmine Approach fo; Collecting Perceptions and Analis

The major apuselL for collecting pakrceptions utilized in needs assessment pro-
Cedures are questionnaires, telephone surveys; face-to-face meetings, or the Delphi
.eechnique. The two preferred methods are questionnaires or face-to-face meetings.
Telephone surveys and the Delphi technique will not be discussed in this paper.
The reader is referred to the MCPS Information Department for procedures on telephone
surveys and to The Delphi Method: Techniques and Applications edited by Harold
Linstone and Murray Turoff and published by Addison-Wesley Publishing Company for
Delphi technique procedures.

Questionnaires are probably the simplest means of collecting .perceptions. One of
the advantages of using a questionnaire i that more items can be assessed. The
Department of Educational Accountability should be contacted, if this method is
chosen for use outside .one's unit, as such surveys are to be cleared, through that
office.

l

If a questionnaire is used, the instrument itself should be coded some way so
it will be possible to collate the responses by category (teacher, student, etc.).
A brief letter of explanation should be attached to the questionnaire. The distri.",
bution of the instrument could be through the postal office, sent home with children,
hand delivered,, or completed when a group is together. Return rates, expense, and
time are factors to consider.

Documented data summarized for each need should probably be included with the
questionnaire so the respondents are more knowledgeable about what they are assess-
ing. Other relevant information like what has been included in the MCPS budget
discussion guides might be a part of this package. A judgment on what to provide
the participants should be made with respect to the extremes of giving them too
much and biasing the outcome or giving them nothing, thus chancing the possibility
of polling uninformed opinion. %a

Face-to-face needs asse sments are'probably the best technique for collecting per -
ceptions because of th dialogue which can take place. Public hearings, New England
type town meetings, or seminars can be used. Public hearings and town meetings,
however, often do not provide sufficient structure to oitpoint the pdblic's per-
ceptions on a series of specific needs. Also, they are difficult to docum4ntand
analyize A structured seminar has the top potential for producing good.results:

The sugge# aj6t-tasks involved in a structured seminar to assess needsfarel-

a) d tblvneeds, related data, and other information to participants prior
to the meeting with instructions to familiarize themselves.with the material,

b) Orient participants at an initial gathering

21
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c) Have indilifauals rank and rate each need without conferringlwilh one
another'

d) Arrange for small groups to build a consensus on the ranking of importance

0) Calculate a mathematical consensus* from each small group's consensus (the
groups should be the same size or each group's consensus should be multi-
plied by the number of members and then added together)

f) Determine agreement or alternations with the mathematical consensus by
the total group

g) Repeat steps d) through f) regarding the rating of attainment for the
needs,

h) Compare the. rankings of importance and the ratings of attainment

i) Reach consensus on the needs and their relative priority

In actual practice a combination of approaches might be used to collect perceptions.
For example, a chamber of commerce report already on hand may indicate some of the
Chamber's feelings, some nonparents may be surveyed by telephone, parents could
receive a.questionnaire, and the staff might utilize a seminar. Obviously, such a
scattered approach presents some problems in comparing responses and evaluating
the reliability and validity.

, The analysis can be detailed and complex or very broad and simple. The crudest
analysis would be to disregard whether participants were students, teachers, parents,
elc., and just add up all the scores for each item. This method id not'Aggested. 110.
What is prmpolled isthat categories such as administrators, teachers, classified
staff, parents, nonparents, and students be established. Then the number of partici-
pants in each category be ,sported (the total population of that category might also
be valuable information, if known) with their t3taled responses and discrepancy,
values between importance and attainment.

3. Prepare for the Collection of Perceptions

,Whatever approach is selected/ for collecting perceptions, some preparation p re-
quired. The needs assessment planner should construct a checklist of what has to
be done-, who is,going to do it, wilen it will be done, and what resources are
required.

4, 5, and 6. Collect, Compare,_ and Summarize Perceptions

The discussion of the collection, comparisonand summarization of perceptions can
x). most easily be done together, although each is a distinct step during the needs

assessment process*.

The ranking or importance and rating of attainment for each nee,4 can be accomplished
on scales like the ones below. If 20 or fewer needs are being assessed, the ranking
or importance could be a. rank order from 1 (lowest importance) through 20 (highest
importance).

*Average
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(4) (5) (6)

(4) (5) (6)

(1) (2) (3) (4) (5) "Need A" (1) (2) (3)

(1) (2) (3) (4) (5) "Need B" (1). (2) (3)

Some need assessment ptocedures assign weights to the different categories of respon-
dents; for example, a teacher's response may count twice as much as a parent's
response. If one were using the results in a research study, such a procedure might
be appropriate. Howfver, weighing the responses is not-suggested here because of
40,possible negati,te effect upon the participants. The totals for each category
Of respondent could be used if one were interested in differences betwen groups;
the information is available by looking at the totals for each category.

immae popular method for comparing perceptfons of importance and attainment and
rizing the data is given below. 1416FS planners should feel free to use other

thods for analysis, althoUgh a summary of the data should be in a chart or table
format.

Instructions for:Comparative Analysis (optional)

1: Separate responses by the variousparticipating groups. For example, all of
the 'responses by students should be tallied independently of other groups.
Each group should be compiled on a separate worksheet (see next page).

21 The worksheet on the next page is constructed so that each participant is
indicateiton a row. "I" represents importance while "A" stands for attain-

0, ment. The score given each item (see previous section on page 22) by the
participant should be recorded.

3. When all of the responses have been recorded, each column should be totaled.

23
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Each total should be divided by the number of participants with each quotient
being placed in :the appropriate row marked quotient.

. .

.
.

The quotient under column A should.be subtraCted from the quotient under
column I fqr each item. The difference is the discrepancy value for that
need given by that group, :

6. The needs can be iiiioritized by-the size of the discrepancy value from largest
.

to thesmallest., The larger the'discrepancy value, the higher the priority
according to that group.

. .

7. The discrepancy'values for each-group should be compared. A simple-summary
chart should be constructed for each need and recorded on the "Indication. of
Neee'form.

Need:

i .RESPONDENT -

CATEGORY
NUMBER
PARTICIPATING

DISCREPANCY
VALUE ,

Students

leaChers

Supportive Staff

Administrators

Parents R

. ,
.

Nonparents

Representatives from
School-Affiliated Groups

Representatives of Vatious
Organizations

,

a

''.

..

.

?

q.

.

.

.

7. Reach Consensus On Needs and Their Relative Order of Priority (Optional')

As was indicated above, a mathematical pricirity of needs can be reached using
perceived opinions. However, some of the documented information on needs may be'
different from perceived data. Therefore, it seems a good idea to finalize the
priOrity,6f needs .using both.

It is suggested that the person planning (or doing) the needs assessment involve
others io'establisha consensus on the needs and their relative.priority.:. However,
this step isgiyen as optional because a planner may haVe.only utilized documented
data'for his or her assessment;. therefore, a group would have to be formed for
'reaching a consensus, and this may not be necessary. If a questionnaire was used'
to obtain the community's perceptions, one might wish to convene a session to
reach consensus on the priority of needs. A planner may desire to arrive at the

.relative priority of needs either with a small group. or by, hint- or herself.
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The'priority of needs is determined, by a, rank order listing from the number-one
need through the least important need. .A consensus of opinion may not be possible,but should be sought. If discussiondoes not produce a copsensus,a simple voting.'or tallying can be used. Ilk *

Step 8 - Prioritize Needs and Select Needs to Pursue

Analyzing the collected data and determining the order of priority is the. mostimportant single step of needs assessment. Whether. completed by on person or agroup, it brings to bear the.judgment of Jhat needsAire most, critical. to blve.The end prOduct is a listing of the needs in rank order.

,The supply of resources in MCPS is Uplifted or even dwindling; therefore', all:of theneeds identified cannot likely. be addresSed. By focusingefforts on a few of themost prevalAt needs, 1,t is expected that they. can be satisfactorily resolved.
Selecting some' needsaS targets Upon which to concentrate eases the pressure of"trying to do everything and accomplishing little" of "spreading oneself too thin."

Step 8 A-and B may have been completed in Step 7 Band need not be repeated:

Step 8 C. Select dame of The Highest Priority Needs as Targets to Resolve

Using' the prioritized needs,' the planner(s) must decide mbich.of the needs he or shecan reasonably expect to achieve The highest priority needs should'be targeted,unless there is a very srfang.reasOn for targeting a need with a low priority. Onesuch reason.might be that insufficient resources are available to meet A highpriority need. It is usually. better to postpone putting a high priority need ona shelf for thiS reason until Dnelas considered a reallocation of resources or= has been turned down on a request for resources. After'reexamining the way one isusing resources now and once the budget iecompleted,..the needs selected as targetsmdy have to be,modified. HoWever, it seems that a planner should target and attack.,the highest priority needs and explore a variety, ofremedies before tabling them.

No magic figure can be applied when making a decision on,how many needs to target.Most enterprises select between five and ten; but such a judgment depends upon0 capabilities, energies, creativity, rethources, the nature of therieed6, etc.

4
Step 8 D. Complete. Indication of'Need for Each Targeted Need-

The collection of forms (see appendix) used to communicate the indication of needs-may not require any attention. However, it is a good idea to give, it a thoroughgoing over, for it is this document which contains the justification for each need.This document will be what-others use fOr approving, accepting, or rejectingthe
'targeted needs and their relative priority.

13a
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Step 9 - Establish Tentative Objectives With Standards'

The dAzelopment of objectives must be done in. light of possibleconstraints for
them to be realistic and achievable. Constraints such as lack of funds, student
tharaCteristics, changes requited to behaiiior, inadequate fScilitiesetc., should
be considered when writing objectives. Constraints prdvide friction viten planning,
however, they should not be-viewed as insurmountable obstacles.

The'definition of a need used throupout this paper implies some Means of measure-
ment.for determining what level of achievement will be necessary for resolving the
need. Such standards should make it, possible to know how well the gap is being
9losed relative to the targeted needs.

Formulating objectives and setting standards do not require nOnsubjective data,, such
as test scoresidropout statistics, etc. the subjective need described below might
emerge from a formal needs assessment as a priority. It illustrates the point that
Objectives and standards,can probably be developed for any need which might emerge.
Only two objectives were written for this need, although many others could be devel-
oped as a standarliagainat which progress could be measured.

The verified need is that many children do not have a positive
their school work and often destroy theirs and that of others.
'dition which wis realistic would be for only a'few children to
negative attitudes.

f

Tentative Objectives and,Standards:

attitude towards
An acceptable con-
demonstrate such

1. Children will take home more of their school work to share with their
parents. This objective will be evaluated by the school custodian based
upon the amount of school papers found in the trash or on the school.
grounds. A survey of parents will also be made hy teachers three times
during the year to determine if the objective is being achieved.

2. Several display .tables or bulletin boards will be established around
the building for the display of students' work. The length of time ' L
between'when a display is created and when something is destrolyed will
be recorded and analyzed for improvement.

Step 9 A. List Constraints and Determine Ways to Modify

Prior to the formulation of objectives, an attempt should be made to identify
possible constraints whidh.may block or hinder achievement. The most typical
constraint is lack of funds. Other common barriers include a status quo-orientation,
insdfficient training or competence, poor cooperation, not enough time, etc. A ---
list of constraints relevant to the objective(s) under study should be made.

Within nearly 411 of the constraints which could be identified, there is some
degree of flexibility. A planner should try to determine hoW the constraints may be
modified. For example, perhaps additional time or money can be reallocated from
another area. One's creativity is often tapped when attempting to remove or
sidestep constraints. Some constraints probably cannot be civet-Come, grefore it
is best to acknowledge the fact and plan accordingly.
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Step 9 B. Establish Tentati Objectives With Standards Which
When Achieved Will Resolve Targeted Needs

For each of the targeted needs, a standard of achievement should be set. Just as
the needs are different, the standards may take various forms. - Standards may be
written as performance objectives, in terms of test scor6e, rating scales, etc.
When developing these standards, it is important to base them on a reasonable
expectation of student or staff capability and resource availability. A pro-

. gressively higher standard might be spread over several years.- These needs should
be resolved when the standards are met.

AP\

Step 9 C. Modify the Number of Targeted Needs, If Necessary

The setting of standards may influence the number of needs which are possible to
% achieve. The planner may comilder increasing Or decreasing the number of targeted

needs based upon the desired standards. Experience is the best guide in deciding
..,whether or not or how to midify the number of targeted needs.

Step 16-. keview tkie PtiOritleiGMeeds, and Objectives With Supervisor

Usually the planner doing the needs assessment must gain approval from his or her
supervisor before working on the targeted` needs.' This is particularly true when
budgeted resources are required or effort needs to be reallocated. In some cases
a need can be resolved without such approval; nevertheless, it is a good idea
to keep one's supervisor informed.

Approvalrmay be easier to obta than acceptance by staff, students, and the
community, if they.have not been ntimately involved in establishing the targeted
needs. Acceptance.of the targete needs as legitimate-and worthy of attempts at
resolution is required,4if the-nee s are to be met.

Step 10 A. Negotiate Approval of Priorities, Needs and
Objectives, If Necessary

4,1

Some needs may not have to receive approval as they can be handled locally. The
targeted needs and standards may he approved as is without Any negotiation. The
negotiation would be with one's superviAolt_and perhaps the staff who will have
t9 meet the standards (if everyone did not participate in establishing them).
The intent of negotiating the standards and targeted-needs is to reach a mutual.,
agreement.. It would not'be necessary to negotiate the end Product.of the needs
assessment ifilthe planner's supervisor and staff were architects of the outcome:

141
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Step 10 B. Report Priorities,'Needs, and Objectives to Staff,
Students; and the'CoMmunity

'The main purpose of disseminat4 the needs, priorities', and objectives is to
inform'people of what the organilational.priotitieS are and what the standards
are that are being sought. Both'planning4in4 .:achfOing.the4standardp are made
easier if everyone knows what theexpectations Are.- The dissemination process
is more than public relations, although public.relatiOna would benefit.

. .

Relationship of the Unit's Needs,Prioritiesi and Objectives -/ to Other Organizational- Units

This paper has described the proces6 any-140PS Organizational unit would use when
conducting a needs assessment. Thefrelatio4phip,between the needs. priorities .

and objectives of each' unit and how they are integrated4to form:the systemwide
%priorities is detailed in other plannihg:papers.. However, there,sre points in
the Comprehensive Planning Process whet' work whiCh hasp reached a given stage ,

must be discussed and reconciled with' one's supervitior., The adMiftiStrative team
as the systemwide planning team witi reconcile dndrecommend the countywide
priorities, needs, and objectives. 4ikeloard 6f: EducAtion has 'ultimate approval
for the priorities of the school syseeM.'

.

29



APPENDIX

What You Have When You Finish A Needs Assessment.

Belle Ruth Witkin considers the advantages or products af.a needs assessment as
beingl

1. As. a program planner you will discover where the areas of greatest
.

strength and weakness are in respect'to' student learning, thus laying
the basis for more rational curricular planning.

2. You may find revealing discrepancies of various kinds among the per-
ceptioneaf different groups -- e.g., parents, students, educators,
business people -- as to haw well the school is performing its job.

3. Unexpected or hidden needs and causes of ongoing ax unresolved problems
may emerge.

4. The assessment, if addressed to future and long-range needs as Well as
Current ones, will provide for renewal in the school.

5. When needs assessment data are used in conjunction with data on cost/.
effectiveness and evaluation, you can make more defensible choices among
program alternatives. A methodical approach prevents:lebing to solu-
tiOns on the basis of scapty analysis or evidence.

6. Needs assessment should also give you direction for placing priorities
on allocating scarce resources.

7. When done successively over two or three years, the assessment will show
trends related to increasing, declining, or changing pupil populations.

Should you lace decreasing public support for education, dropping'enroll-
ments, and demands f better performances of high school graduates, a
good needs assessmen will you find the causes of the difficulties
and set priorities'fo corrective action. . The assessment will either
-uncover new information, or document and validate policie6 and programS
already in action.

9. Needs assessments will also give you information for planning in special -

areas, such as edution of the handicapped, health and guidance services,
career and vocational education, needs of minority language and cultural
groups, and multicultural education for. all.

10. When you involve the community in the process, you are likely to find
more acceptance.for.the resulting.plans and policies than if educators
alone assess the needs and make the decisions. Also, when dissident as
well as supportive groups are given a voice, and their participation is
invited in a constructive fashion; there is a bettee:chance of reaching
consensus on the areas of greatest need and on proposals to meet those
needs.*

The MCPS Needs Assessment i'"1-oCess4will yield a list ofneeds given in order of
,priority with some needs targeted andbackup information for each need. Sample
products, follow on the.next three pages. Backup data is.provided for the first
two priorities as examples.

*Belle Ruth Witkin, An'Analysis of Needs Assessment Techniques for Educational
Planning at State, Intermediate; and District Levels. (Hayward, California:
Alameda County Superintendent Of Schools, 1975), pp. 18-19. 1.10
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GUIDE FOR. PERSONS SUPERVISING PLANNERS

This paper is a brief guide for persons suPer4ising other planners,
i.e., area associate superintendents, department direCtors super-
viding division.direciOrs,,etc. The intent of this docUment.is to
provide some generalniSistance concerning the review by super-
visors which takes place at certain steps of the MCPS. Comprehensive
Planning Process.: A prerequisite for effective use of this guide is
knowledge of the other planning paperi (e.g., "Just What is a Need,
Anyway?" etc.). These papers refer to this document as the "leader/
ship Guide."

-
Dr. I. L. Roy Stern, Associate-Superintendent

for Program Development

Dr. Art Steller, Coordinator for Systemwide
Planning
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School principals, chief administrators of divisione, departments, or
offices, end the Board of Education are being requested to follow

the Comprehensive Planning Prato in developing their FY 01 plans

and budget requests.

* Steps 3, 4, 12, 14-16 are optional for 1979.80

117

Reevaluate

Piens end

Evaluate Results

Eycle 7-14

The leader of each organizational nit is responsible for working

with his/her staff and,perheps, other stakeholders (parents, students,
and community I throughout the process. Thin are three times in

the pram when proms is reviewed by and approval to proceed

obtained from one's supervisor (does not pertain to the Boat of

Education). These points, which signify planning interactions which

are more intensive and focused than those which go on continuously

with the systeni, are indicated on the above model as a cirde;

Likewise, on two cosigns, within a coordinated and concentrated

time period, all of the supavisorpproved work will be reconciled

and approval ahroughout the system. These later two steps,

indicated by trapezoids, establish the interroletedeas of
organizational levels and how, for example, a school's priorities

influence the Board'' priorities and vice versa.
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At.three key points in the MCPS Comprehensive Planning Process the individual
planner and his/her suPervisorreview their progress before proceeding. The
planning flow chart indicates these particular steps through the use of
circles. The main purpose of the reviews is to gain agreement and approval
so the-best possible plans will result. It is suggested that the first such
review be accomplished in writing, while the next two reviews be done in
person. If possible, an existing structure of 'meetings should be utilized.

Once action plans are created it is assumed that supervisors will period-
ically discuss their implementation with the planners. A status report has
been developed for this reason. It is designed to cut down on the amount of
writing required by a planner to keep his/her supervister informed. Lack of

, progress or obstacles encountered may influence modifications in actions plans.

A final review during the evaluation phase, is suggested, using a format decided
on by the participants. The specifics of an evaluation session will depend
upon the nature of the actimilplanq objectives and the actual assessment during

4 implementation. Unachieved objectares may %tome needs the following year as
the planning is recycled.

Supervisors should have a working knowledge of all of the planning papers,
(i.e.', "Just What is a Need, Anywhy?", "1979 -80 Guidebook," etc.), as an aid to
establishing specific due dates for each step. Of special significance is
"The Bottom Line" already distributed to planners which indicates mimimum'ex-

' ,pectations (see page 3).

Persons supervising planners may adjust procedures and timelines, although such
changes should be kept within the major intent of each aspect of the Comprehensive
Planning Process. There are key deadlines which must be met (see calendar/on
page 4) for the entire system to advance on schedule. Therefore, supervisors
will need to translate the deadlines for key events into appropriate deadlines for
their units. For example, if associate superintendents are to submit priorities
to the superintendent by October 5th, the following schedule might be set for the
Office of Program Development:

Divisions submit priorities to departments by September 7
Departments review division priorities by September 21
Departments submit priorities to ffice by September 28
Office reviews departments priorities by September 28
Office submits priorities to superintendent on October 5

Supervisors s uld decide upon specific requirements for their units to best meet
their units' nterests. For example, some supervisors may want the "Planning
Team Record" form, submitted at-the first review step, they may not wish planners
to "Identify NOteWorthyPrograms," etc.

Supervisors are responsible for performing a quality control function as'they
review planning efforts.. Caution is extended not to be overly critical during
the pilot year._ This should be a learning venture for "pilot planners."

* The term "supervisor" will be used throughout this paper to indicate one who,
at any level, reviews the work,of a planner. Thus, a reviewer (supervisor)
at one level may become a planner at another.

1
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The emphasis ought to be on content and conceptual understanding, rather than
wording. The pfoducts of planning will become, better as we gain experie
The object should be clarity, not perfection of expression.

After the various. intermediate products have been reviewed and approved,

ta
another qupervisoryduty involves coordinating certain. sspects.of the systemwide
reconciltion steps. The two reconciliation steps, represented on the flow
chart by trapezoids, establish the interrelatedness of organizational levels
and how priorities. of a unit influence other units and vice versa. Each area
office or other supervisory unit is responsible for collecting the priorities
of their subunits and developing some overriding priorities.

r.
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THE BOTTOM LINE

PILOT YEAR

A Planner has to....

a) Have a local planning team,
b) Read the 1979-80 Guidebook,
c) Use Steps 1-6 (and substeps and forms) as determined appropriate by

the planner's unit,
*d) Complete Steps 7-10, including the use of the form "IndicationIndication of Need"

e ltfohe q-6 needs selected to pursue,
*e) Select preferred plans (Step 13) and complete appropriate "Action Plan"

forms,
f) Review with supervisor (Steps 6, 10, and 17),
g).. Implement plans in FY 81 and submit "Status Reports", and
h) ,y Provide feedback to the Office of Program Development, as requested.

'A Planner should....

a) Read all of the planning materials, andl
b) Use and modify specific aspects of the entire planning process, as

Appropriate.

The Supervisor of a Planner has to....

e) .14Aad the 1979 -80 Guidebook,
:0) Determine how to best complete Step 6, including how to use the

"Needs to Aisess" fohm,
c) Set deadlines for Steps 6, 10, and 17,

*d) Provide supervision and guidance for other planners,
e) Approve the planning' units' products and procedures,
,f) Complete "Consolidating Objective" forms for planning units (Step 11)

within his/her unit,'
g) , Revievivith his/her supervisor (Steps 6, 10, and 17),.arid
h) ',Provide feedback to the Office of program Development, as requested.

The Supervisor of a Planner should....

a) Read ell'of the planning materials,
b) Engage in the planning. process foi his/her'omn unit,'and
.c) Use and modify specific aspects of the.entire planning proc40 , as

appropriate. max.

)

Reminder: This is a pilot year to improve upon the'planning process. Please
work through the proce s as best you can, let the Office of Program
Development know what help you desire, and think of what improvements
can be made for next yeat.

*Efforts should be focused upon these steps using the "Indication of Need" and
"Action Plan" Forms as a guide.

3
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REVISED-SCHEDULE FOR KEY EVENTS*.

I. Sharing of Information July 31 to August Al

kzg

(a) School principals submit "Needs to Assess" forms
to Area Associate.Superintendents. Coordinator

:ti;\of Systemwide Planning will collect copies of,
available "Needs to 'Assess" or "Indication of
Need" forms (plus other information or forms as
appropriate)

(b) Possible needs collated and distributed
to planners

)
(c) Eachplanner will con ider,adding or modifying

his/her.list upon ex mining needs being looked
at by other units

July 31

August 3

August 3 to August 31

(d) Central office units submit "Needs to Assess" August 6 to August 13
forms to Associate Superintendent/Executive.
Aftsistant

II In-servke on 1Ction Plans

(a) "Key Personnel" in-service session on Action:
Plans

(b) "Key Personnel" provide in- service, for,
colleagues

August 3 to AUgust 31

August 3

August 3 to August

III. Planning Teams Complete Assessment and Prioritization By.Odtober'5:

(a) Associate Superintendents/Executive Assistant
submit priorities to Superintendent or Deputy
Superintendent

(b) Other planners submit their priorities to meet
this schedUle t

October 5

Adgust 31 to
September-21

IV.''.Reconciliation of Priorities by Administrative Team October 19

V. Completion of Action Plans by Planners
(A supervisor could set a later date, if these action
plans do not directly involve budgetary requests.)

November 1

Planners should.continually move ahead with their own planning with the above dates
as deadlines.- Hence, a principal may start developing,an Sction.plan(s) in the
.middle of August before all ofthe- priorities have been established. This strategy
will enable planners to pace their' workload, rather than cramming a lot of activity
into a short time period to Meet. the next deadline.

.
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Deadlines

Area Associate Superintendents will review
edts' "Needs to Assess"

First Review: Confirm Programs. Activities, and Needs
With Supervisor (Step 6)

Central Office ssociate Superintendents and
the Executive Ass tent will review units'
"Needs to Assess"

The above admini
earlier deadline
to submit their

trators will need to set
for schools or departments

Need ess.

The supervisor reviews, may revise, acid confirms
programs, activities to reduce or eliminate, and
been forwarded to him or her. The supervisor at
assistance, and direction regarding the material
intends to conduct the needs assessment.

This step provides an opportunity for the supervisor to work with the planner
before the planner has invested.a great deal of effort in the planning.

Dates

By July 31

August 3 - 13

the statements of noteworthy
"needs to assess" which have
this time also gives suggestions,
forwarded on how the planner

Besides'determining if_you agree with the proposed
activities to eliminate or reduce, you should give
to assess." Of prime importance, is reinforcement
particularly that,resources are not "needs."

General Directions for Planners

(These. instructions are given in the
19791160 Guidebook for this step.)

noteworthy program(s) and
major attention to the "needs
of the concept of a need,

.6.1 Write a brief description answering the questions: How will the needs be
assessed? HoWwill staff, studentS, and the community be involved?

0.2 Confirm the programs, activities, needs, and approach for the needs atsessment
with yoursupervisor (It is suggested that this step be done in writing.)'

General Directions for Supervisors
OM

6.1 Determine how to best complete Step 6, (all "paper reviews," conferences
with planners, some combinations, etc.) including how to use the "Needs to*t
Assess" form, set timelines and communicate to planners.

6.2 Confirm the programs, activities, needs and needs assessment approach, for
Planners. (It is suggested that this step be done in writing. Questionsfto
use in the review are given below.)

IIIQuestions to Elicit Discussion.'

'Identify Noteworthy Programs (Step 3)

Why was this program (s) designated as noteworthy?

5 .



Identify'Activities Eligible for Modification and/or Elimination (Step 4)

1. How was this activity(ies) identified?
2. How have the three considerations on page 4 of the Guidebook been addressed?

-/?3. What _i_a_the_saving_in_terms-of-tithe T-Costl-Other-f actor s?

Identify Initial Set of Needs to Assess (Step 5)

I. How were the needs identified?
2. Does each need demonstrate relevance to the unit's mission?
3. Is each need clearly worded as a "need"?
4. Can these needs be realistically achieved?
5. Do the needs pro a balanced look at the unit?
6. Aie the needs feeEnough to be manage ble in an assessment process?
.7. How will the needs be assessed? How

/

ill staff, students and the community
be involved? -

Deadlines

- ... ,

.
,

.

Second Review: Review the Priorities, Needs and Objectives
with Supervisor-.(Step 10)

Aliociata Superintendents /Executive Assistant
submit priorities to the Superintendent or
Deputy Supetintendent.

Other elanners submit-their priorities to their
supervibors to meet this schedule.

Dates

October 5,

I

You must approve the priorities, needs, and objectives before the, planners proceed.
(This step does not apply to the superintendent's or deputy's priorities, needs,
and objectives.) Through a two-way negotiation process, you reach agreement using
"Indication of Need" forms as a basis for discussion.,

General Directions for Planners
(These instructions are given in the
1979-80 Guidebook for,, this step.)

needs by Topic and Category (see front page of School Information
record on "Indication of Need" forms.

Classify the
Summary) and

10.2 Submit your list of priorities, needs tlp pursue, and objectives to your
supervisor t4ikng MCPS Forms 345-53.

10.3 Negotiate the priorities, needs to
supervisor to reach agreement.

pursue, and objectives with your

General Directions r Supervisors

10.1 Determine format (i.e., individual conferences, group meetings, in writing
unless interview requested, etc.) for reviewing planners', results and set due
dates. Communicate these to planners.

10.2 Review the priorities, needs to pursue and objectives with each planner and
negotiate to reach agkeement. (It is 'suggested that theSe reviews not be
started until after the supervisor has had an opportunity 'to examine all of
the information from the subunits.)

. X
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Questions to Elicit Discussion

tr

1. How was each need assessed? What data was collected and how?
What did the data indicate?

2. What group(s) or individuals perceivdd this as a need? Staff? parents?
Students?

3. How were their perceptions obtained?

4. What is the rank-ordered priority of the needs? How was it determined?

5.. How. were the "needs to pursue" selected from.the priorityqibting of.ne

6. Are the objectives clearly stated? le theinethod'Of' m aeviil,attAin
described and is it appropriate7'

v

7. What other units or persons .4o-Tyou-thinkiail4e-iipaCte4 or direct:4V
involved in meeting each needy 7

. 414.4 V

Reconcile -and' Ai rctheSIstem iorities, tIleeds'
tt-

azd Obiec ves, at All Lgvel ASteell) )..
01,

After reviewing each subunAtsflriorities,peeds.and object es., the stwervisors1
use this information to develop,cOnsblidati Addtii;ds. or their unit.

j 4

.

Y "

4
.

Some central office uniti.may.eleet botto consolidaWtheAiriorities
subunits. The ieasqe fot.this decision would be easetrupon the unt'queneas lof.eacti
subunit. In such an inatanbe,nsUhu triorities shotl.d.rtm grouped tkether
and reranked as priorities of the lir er unit.(therefure4theulit,would simply
repeat step 8, modified slightlyo?,a not engage in ' -the consolidating aspectSofil'
this 4

1 si..:1 :, .-- ' : 4 '0.
. -OP I Y ,

The consolidating prOceasill.elabre the aUpervisOry unit.,to 03:410 gnd( priori; .'
tize overriding sObjectiVe ncoMpassing.thet;needse6f:their.individ4sl:unitsIt

!0'..

'is important 0 note ihg specificity 0:dgjectives And/or iievioS. is:greater' ae
the local. unit .1eVel- than at larger o#gaiizaiio9t1 unit levels.:'. 'A '7- ''c
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St

:The /topics and cateigories listed below are intended to serve as a framework
- for classifying data and information in a standardized fashion. Central Office

orgonizational'units may select topics and categories from those below or
develop other categories for organizing their needs. The categories obviously
are not-exhaustive-and-you-may-supplement-them with additional categories and
'information,, J

TOPIC I: ,Student-community. TOPIC IV: Program
Characteristics

Categories:
Enrollment and Attendance
Test Data
Handicapped and Other Special

Nei&
Student Behavior/School Climate
School Community Relations
Community Demographic,p

TOPIC II: Administration and Organization

Categories:

Administrative Organization
Food Services
Safety
Facilities
Budget/Other Funds

;b:TI:C III: Personnel

A

Categories:
Staffing

;Staff Development/In-Service

8

Categories:
Instructioya Approach

Art
Business Education
Career Education
Cooperative Vocational

Education
Driver Education

. English Language Arts
Foreign Language Arts
Health Education

-Home Economics
T Industrial Education
Mathematics
Multidisciplinary Programs
Music
Physical Education
Science
Social Studies
Handicapped and Other

Special Needs
Instructional Equipment
Extra-Curricular

ipneral Directions for Supervisors on Consolidating Objectives

Group each of the needs of individual local units according the above
' ,topics end, as appropriate, categories,and indicate on MCPS Po ms 345 -54:

Consolidating objective (next page) (one form for each grouping)

IAdd the needs identified by the supervisory unit'to above forms.

3. Analyze and develop overriding objectives for appropriate groupings.
.

.4. Rank order the overriding objective) from the number one need through thel
least important. Add necessary information to the "Consolidating Objecti4e"
forms.

Send the "Consolidating Objective" forms to the next supervisory unit, (if any).

' 1/4



EXPIRATION: March 1980
-Y,X.(--,t.) Office for Pragram Development

:j MONTGOMERY COUNTY PUBLIC SCHOOLS- , l - 4.--(-t -1
_ , Rockville, Maryland

'

CONSOLIDATING OBJECTIVE

INSTRUCTIONS: This form is_fo be completed_by designated planners within the time frame established by the approved comprehensive
planning process. Refer to the 1979-80 Guidebook for explanation and directions regarding each planning step.

.
. .

Planning Process Reference: Step 11

Office/Deportment Area

Consolidating Objective: Is
,

,
.

i

.
,

PRIORITY

No. of

Topic .

Category

List the name of each unit which has needs addressed by this consolidating objective and the priority assigned to each need. Attach
corresponding MCPS Forms 345 -53 which were completed by the units for those needs.

_ . &
Unit Name Priority Assigned

r

GI

. .

... /
,

' II.
, .

,
. L

11 ,

Check here if additional units with need priorities are listed on the reverse side.
Planner (Signature)

. )
Title

.

Date

FOR SUPERVISOR'S USE
Comments:

.

.
.

Segnatur Title Date

MCPS Form 345-54. April 1979



f)
General Direction for Supervisors on Reconciling

ti

This step involves the associate superincendents, the executive assistant,

fhe_deputy_superintendent,-fhe-superinte40Tntthe-admtmistrative-team-and
other persons who may be requested by theseindividuals to participate.

Each of the associate superintendents and the executive assistant have a list
of priorities which have been reviewed by the superintendent or the deputy.
These priorities are a combination of theicollection of priorities of their
:subunits and those identified by their ow0 office staff.

A reconciliation must take place to eliminate potential conflicts of priorities,
to reduce troublesome impacts of one unit upon another, t6identify areas of
mutual interest and support, and to secure Clancurrence and commitment.

1. Distribute copies of pribrities, and bickup documentation to other associate
Fr'

superintendents,the executive assistant, the superintendent, the deputy and
'other members of the administrative team.

2. Analyze the information from the'other sources considering your own priorities
and the considerations given above.

3. Attend a meeting of the administrative team for the purpose of (a) eliminating
potential conflicts of priorities, (b) reducing troublesome impacts of one unit
upon another and (c) identifying areas of mutual interest and support. (some
of these matters may have been worked out prior to the meeting. Each indi-
vidual should have-some time to give 'resentation on the priorities of his/
her office.)

4. Prepare the reconciled priorities for 'ranking by the administrative team.

General Directions for Approving Systemwide Priorities

1. Administrative team members will be provided with packets containing the
combined reconciled priorities and backup information.

2. 1 Following a question and answer session, each administrative team member
will rate each item on a scale from one (high consideration) to five-
(low consideration).

3. The individual ratings will be tallied and averaged to derive those priorities
receiving most support for highest consideration. A simple chart, such as the
one below, will be used to record and communicate the results.



4. The derived priorities will be available to the administrative team for
discussion and possible modification before being declared the system's
priorities. (It is suggested that approximately 10 priorities be con-
aidered_aystem_priotities,Items_not_included_in thePTop Ten" could
still be considered by the appropriate Unit.)

5. The system priorities will be shared with the Board of Education and the
MCPS community including staff to indicate our overall direction for FY 81.

Third Review: Review, the Preferred Plans, Integration
Revision, and Separation of Plans with
Supervisor (Step 17)

Deadlines Dates

Associate Superintendents and the Executive Assistant November 1
should review the action plans of schdols or depart-
ments which directly involve budgetary requests by
this dat6 A later date may be set for keviewing
other action plans.

"Preferred Plana" are simply the plans selected for development after investigating
some alternative ways of meeting needs. The preferred plans, integration, revision,

dliw
and separatpn must be approved before planners should pr eed. (This, step does not
apply to the superintendent or deputy's plans.) Through a o-way negotiation process,
agreement is reached using the "Action Plan" forms the integrated priorities, revised
plans, and budget forms. For the pilot year, steps 14-16 would not be done, therefore
only preferred plans and budget requests need be reviewed. Ideally, plans and budget
requests would be considered concurrently, if possible.

The MCPS Form 345-55A: Action Plan should be used to.record the major preferred
plans. Guidelines for deciding whether an Action Plan form should be used a e:
(a) If either the plinner or the supervisor believe it appropriate, (b) If
additional]. resources are being requested beyond the regular al'ocation, or (c)
If the plan itself will significantly impact other units"

Eacfipreferred plan should be submitted in writing, incorporating as many elements
included on the action plan forms as papropriate.

General_Directionsfor Planners,.
(These instructions are givelzin the 1979 -80

Guidebook for this step.)

4*
*
17.1 Submit the material supp(?rting decisions on Steps 13-16 to your supervisor.

17.2 Negotli7LJt)e preferred plans with supervisor to reach agreement.
*

17.3 Negotiate the integrated priorities and revised plans for FY 80 with supervisor

to reach agreement. (Will not be part of-the pr9cess during the pilot)

*
17.4 Negotiate the budget requests for FY 81 with supervisor to reach agreement.

I.
* Steps 12 and 13-16 will not-be used during the 1979-80 pilot year.'

11



General Directions for Supervisors

17.1 Provide, in connection with the three guidelines above, expectations
alput Action Plans. For example, every planner might be required to
develop at least one Action Plan using the forms. Certain planners
might be encouraged to use the forms due to the specifia nature of their
needs.

17.2 Determine if plafis and budget requests can be considered at the same
time, and set deadlines. Communicate these to planners.

17.3 Review preferred plans (and budget requests) and negotiate with each
planner to reach agreement.

Questions to Elicit Discussion

Develop Several Possible Plans for Each Current Need (Step 12)

Select Preferred Plans (Step 13)

Integrate Previous Year's Needs with Current Needs (Step 14)

Whatire the alternative plans (at least two ) for meeting each need?

2. Does each alternative plan include:

a. it estigation into advantages & disadvantages
b. expected results (effectiveness)
c. impact upon staff and community (time requirements & other demands)
dd. level of staff, student and connnunity acceptance
e. estimated costs (personal, equipment, materials/supplies, other)

foT a five-year period
f. consideration for in- service
g.- proposed funding plan -

3. What criteria were used to select the preferred plans?

4 How were previous year's needs integrated with the, current list?

5. What is the plan for implementing the preferred alternatives
(activities, evaluation, monitoring, timelines)?

Examine and lieviv Previous Plans Based Upon Approved Resources (Step 15)

1. Given the approved resources, what revisions are necessary in previous
plans? What revisions are necessary in objectives or expectations?

2. How were the revisions determined?

160'. 12



IIISeparate Plans into Veers of Implementation and Budget (Step 16)

1. How was the separation determined?

2. If not already indicated, what other units or persons will be impacted or
direelily involved in the plans (both fiscal years)?

3. How will revisions be communicated to other units or persons affected?

Reconcile and Approve the FY 81 Plans and Budget Request at All Levels (Step 18)

Reconciling the plans of all units systemwide will ultimately move forward on two
levels*: (1) revisions in FY 80 plans and (2) FY 81 budget requests. Revisions in
FY 80 plans need only be communicated to others affected by the changes so their.
plans can be adjusted accordingly. (For example, the Department of Instructional
Planning and Development revises the FY 80 plans for implementation of an instruc-
tional program and notifies school-based personnel who were to have been involved.)
The approval for FY 81 plans simply goes "up the ladder" from supervisor-to-
supervisor. Each planner secures approval from.his/her supervisor. FY 81 budget
requests folloW the budget development timetable.

ThAassOciate superintendents, the executive assistant, the deputy superintendent
auithe superintendent are responsible for coordinating plans:and-budget requests

w
throughout the system, as they are presently.

0

* FY 80 plans will not be revised using this process unless considered
appropriate by.planners and/or supervisors.
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Introduction

TheComprehensive Planning Prods's is scheduled foittirwide implementation
for FY 81 planning. This spring/summer the process will be piloted by some
organizational units for FY 81 planning. As with any pilot project, some modi-
ficatfons of-procedates or forma may occur during-implementation and, obviously,;
afterwards.

Participating school principals; otlie,r chief administrators of divisions, departments,
or offices; and the Board of'Education are being requested to follow the comprehensive
planning process in developing their FY 81 plans and budget request's. These plans
and budget requests should include a distinction between maintenance of ongoiqg
emphases and new thrusts.

More specifically, a set of steps is involved starting with the examination of
approved purposes ("what should be") and present programs ("w 'at is"). Then needs
(gaps between "what should be" and "what is") are assessed, rities are set,
plans are created, and budgets are established. The directi , steps, and
forms provided in this document have been designed for guidance to the planner.
Some of the steps and corresponding forms are optional. The forms have been designed
to minimize the amoupx of writing, while maximizing the clarity both to the planner .

and readers. The forms will also aid in moving the priorities and plans through
thi 'system. The final step is a recycling of the process.

There are three times in the process when progress is reviewed by and approval to
proceed obtained from one's supervisory (does not pertain to the Board of Education).
Supervisors aFe responsible for performing a.quality control function as they review
planning effOts. Likewise, on two occasions, within a coordinated and concentra-
ted time period, all of the supervisor-approved work will be reconciled and approved
throughout the system. These latter two steps establish the interrelatedness of
organizational levels and how, for example, a school's priorities influence the
Board's priorities and vice versa.

Local Planning Team

It is suggested tiiat the administrator in charge of each organizational unit utilize
'an-existing coordinating group, such as a steering committee or coordinating council,
as a local planning team. Besides the planner, a local planning team would include
representatives from its own members, units it supervises or coordinates, other
units with whom it interacts, and, perhaps, the community. For example, a school
planning team could.consist of the principal, some classroom teachers, other staff,
parents, other citizens, and, perhaps, students. Central office units who service
other MCPS units should consider including such "clients" on their planning teams
or obtaining feedback thr,,ugh a liaison system.

Documentation of the planning team participation is desirable. MCPS Form 345-50:
Planning Team Record is for recording involvement of the OlAnning team. It can be
used as a working draft during the planning process. As such, membership on the
planning team and members' affiliations can be listed prior to Step 1. The form
may be updated as the involvement of each team member is planned and completed.
This record of involvement in the planning process is submitted to the supervisor

.

only if requested.



Suggested Materials

These materials should aid planning, and-it is recommended that they be colleCied by
each planner prior to starting the process:

V) The MCPS Comprehensive Planning Process:

b)

A Conceptual Overview

MCPS-Goals of Education, Program of Studies, Board policies, state and
federal guidelines, mission statements, other existing goals and objectives,
etc.,which provide affirmations of approved purposes ("what should be").

c) Data describing the present program ("what is") including school informa-
tioh summary, the annual test report, the' capital, budget for FY 80,
approved resources for FY 80, etc. ,(See "Supplement to. School Information
Summary. 11)

Other planning support materials, such as the paper entitled "Juat What Ta_
a-Need, AnyWay?"

e) Available inforMation from (311
cating their current state of
or long-range,plane.

er appropriaie organizational units indi-
thinking regarding major thrusts for FY 81

1 6.



STAGES'AND STEPS*

Stage I - EXAMINE APPROVED PURPOSES/PRESENT PROGRAM

1. Examine Approved Purposes
2. Examine Present Program

.

4

Stage II - IDENTIFY NOTEWORTHY PROGRAMS/ACTIVITIES TO. ELIMINATE/NEEDS TO. ASSESS

3. Identify Noteworthy Programs
4. Identify Activities Eligible for Reduction or Elimination
5. Identify Initial Set of Needs to Assess .

6. Confirm Programs, Activities, and Needs with Supervisor
. -

Stage III - ASSESS/PRIORITIZE NEEDS:AND ESTABLISH OBJECTIVES

7. Conduct the Needs Assessment
8. Prioritize*Needs and Select Needs to Pursue
9. Establish Tentative Objectives with Standards

10. Review. the Priorities, Needs, aid Objectives with Supervisor
11. Reconcile and Approve the System Pil cities, Nepds, and Objectives ,,

at All Levels

Stage IV - DEVELOP ACTION PLANS/BUDGETIREQUESTS
t-

Develop Several Possible Plans for.Each Current Need
Select.Preferred,Plans
Integrate Previous Year's Needs with Current Needs
Examine and RevisePrevious Plans Based Upon Approved Resourcea,

tion and'Budget .

ReViSiOn., and Separation
,

udget Requests at All.Leveis

Separate Plans Into Years of Imple
Review the Preferred Plans, Integr
with Supervisor.
Recohcile and Approve' Plans and FY

19. Implement Plans

Stage V IMPLEMENT PLANS

Stage VI EVALUATE /RECYCLE;

20. Reeialuate Plans and Evaluate Results.
21. Recycle

`'

*Steps 3.12, 14-16 are optional for 1979 -80.

3
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. 'Examine Approved. Purposes

Planning occurs within a context defined, by the society at..large and-the
. .

Montgomery County school community. The MCPS Goals of EducatiOnj.Program of Studies,
Boar&policies, state and federal guidelines, mission statements, other existing
goals and objectives, etc.,:cOnstitute.the approved purposeS'("what should be")
of MCPS. The local planning-team'needs to consider these "givens."

Directions'":

1.1 Identify and examine major chaniis in approved purposes (or procedures) which
significantly influence your planning. (For example, increased funding for
textbooks which has implications for instruction.)

.

1.2 Collect and analyze available info_ from other organizational units
inditating their current state of thinking regarding major known thrusts for
FY. 81 or long-range

1.3 Determine the effect upon your planning (and, i4 applicable, upon the planning
of other units:)

1.4 Identify, clarify, and formalize (to 4e extent necessary) the interdependence:
or liaison relationship between your unit and other units or persons.

1.5 Disseminate findings to a1,1 concerned individuals or groups.

2. Examine Present Program

The present'program ( "what is'.') is the 'foundationiupon which planning and future
actions are built. The local planning team should evaluate the accomplishments
(or latk thereof) relative to 1978-79 goals and objectives and other pertinent
evaluation information. A school information summary* which consists of a set
of.tategories to serve as a framework for claasifyinii data (and needs, priorities,
ohjectiveSi, resources, and cost estimates) has been developed. Schools have been
supplied with standardized data, i.e., test scores, enrollment data, etc., as.
part of their summaries. Other units should generate data appropriate to their
'unique characteristics.

fi

i .4
.4n4h 2.:1 4Omplet

,,

en4joranalyie your unit's information summary.
'

. i
.2.2''SecuienCeiaMPtiother relevant information deScribing your present program,

espeCtai4ey,#.1xfltion information. ,

- 4;,: :.*-;r4.t..
.

,-,

2.3 Repo4-reieVent-findings to. all concerned individua and groups (f.e., -annual
. - school report to Community).

--.,

i''
41,

Directions

*Separate paper

16'



1. Identify Noteworthy Programs

Recognition shOdld-be extended for special programs.. By identifying outstanding.
programs and sharing this information throughout MCPS', everyone will benefit. The
public,.as well, should be Ware of noteworthy projects. This step can be expanded
to the identification of exemplary programs outside MCPS. Research and promising.
theories may also be considered at this point. In addition,. the general strengths
of each pliogram should be known. Organizations improve themselves by building upon
strengths. ,

Directions

3.1 Identify your noteworthy programs or strategies and general strengths of your
programs.

"Jr

3.2 Confirm your proposed noteworthy program(s) by requesting your supervisor
and/or other MCPS staff' member in a related area to visit.

3.3 Provide your - supervisor with completed MCPS Form 345-51: Noteworthy Program
Description.

3.4 Determine what other exemplary programs.research and/or promising theories
you may consider including in` your, plans.

4.

4. Identify Activities Eligible for Modification or Elimination

A major problem faced by MCPS is deciding what not to do. All need-4 cannot be met.
An activity eligible for reduced effort or modification can be considered a "positive
discrepancy" between "what is" and "what should be." In other words, more is being
done in this, area than ought to be. Efforts expended towards a limited number of
goals must be conducted in the most efficient and effective manner possible. In'
some areas it may be possible to reduce the attention given, while other areas,
programs, or activities may be eliminated with&Ut asigdificant loss of productivity.
In some cases, the scope of such anilsetivity may be-Such that a planner can elimi-
nate it without notifying his or her supervisor. It. may be necessary to gain
acceptance from a supervisor before reducing'empilasis. If the activity being con
sidered for reduced attention is'of major significarice, the planner should include
it as an item to assess and follow-up by completing appropriate forms. Four
considerations can be used when'deciding upon areas in which to reduce effort. or
eliminate entirely. They are:

a) Does the original need still exist? If so, can a reduced means,or lessened
amount of attention satisfy the need?

b) Have you exceeded the standard of "what should be" or are you doing more
than has to be done? (Do you have a positive discrepancy between ,"what is"
and "what should be?"). Have you reached the point of diminishing returns?

c) Has the relative priority or importance of the activity shifted towards
being less of a priority or of lower importance? If so, _can reduc'ed
resources or a lessened amount of'attention satisfy the need?

d) Is the activity under consideration more concerned with maintenance and
enhancement of internal operations than service to clients? If so, is it
possible to eliminate efforts in this area or can reduced resources or a
lessened amount of attention satisfy the need?

5
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Directions

4.1 Identi some activities which may be terminated or ieceive less attention.

t
4.2 Obtain feedback from appropriate persons and select items to eliminate or

modify.

4.3. Consider including these activities, if of major significance, in your
initial set of needs to assess (Step 5).

. ILOttovide your supervisor with completed MCPS Form -345-52:' Needs to,Assess
FU appropriate (after Step 5)

..,..

5. Identify Initial.Set of Needs to Assess .

A need is defined as the. discrepancy between "what is" and "what should bp." It
is important to realize the "what should be" represents an acceptable condition -
not necessarily an ideal state.

Goals (or objbCtives), programs, or iebsurces are\often confused with needs. A
goal or objective is an example of "what should be." Therefore, a need exist4,,,---.
when a goal is not being Met. A program is the prescribed treatment to Meet a need::..

--.4-1/(i

. sources (time, money, books., people, etc.) are what a program requires to function
d do not constitute a nedd. For example, the MCPS approved formulas for resource

'al °cations Xsuch as the one for' textbooks), even if unfulfilled, do not identify
. " eeds." Even though resources are necessary and unmet allotation formulas may be

sea. as part of a rationale for the resources, they are not "needs." Needware
expressed as gaps between expected results and the present reality: Within.these ;
parameters, you can identify your needs very broadly or very specifically.

.
1/2 .

The universe of needs simply cannot be addressed. Therefore, focusing attention
upon the needs deemed the most critical or important is required: This identification
of exceptions from acceptable norms is the firit formal procedure fOr screening your
,

needs down to a manageable number.

Directions

5.1 Identify negative discrepancies (needs) between the approved purposes and,
the present program (use'unit information summary with other data).

5.2 Scan the results of Step 4.3, long-range and existing lists of needs for
relevant items.

5.3 Confirm the relevance of each need to your sion and alert other units of
possible needs that fall within their responsibility.

5.4 Finalize these preliminary needs statements by wording for clarity, determining
those which realistically can be achieved, analyzing their range, and reducing ,c

Oe total to a manageable number. List these on MCPS Form 345-52: Needs to
Assess

Central office units wait to finalize their needs to assess until the other
levels have completed Step 7.3.

ti
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7. Conduct the Needs Assessment
(A supplemental planning paper describing a process for needs
assessments in MCPS is available for more specific guidance.)

Aneeds NJ, rassment, broadly conceived, is .a collection of information on .neeqwhich
is subselfffintly analyzed. A wealth of data is available to MCPS planners. labi this
purpose, previously compiled data should be examined as a first step in verifying a
need. Many of the needs in MCPS have already been outlined through various examina-
tions or studies. It is conceivable that sufficient informatiOn is already on hal.,r1
to -substantiate Or refute a particular need without further assessment. If this is
the case, it seems unnecessary to harvest additional data to reconfirm a need.

.

-For 'ea ch need being assessed, all ofsthe available sources of relevant documentation
should.be collected and reviewed. If at all possible, several different kinds of
information should be secured for each need.

The documentation' which has been collected far each need should be concisely
summarized. The wording should be 'written for easy assimilation and interpretation

by persons unfamiliar with the original sources. Names, dates, numbers, etc.,
should be recorded. on MCPS Form 345-53: _Indication of Need Information both-
confirming,or refuting each need must be provided for accurate evaluation. Besides
aiding the analysls of the information, the condensed data can be used when dis-
cussing needs with decision makers or the public.

Directions

7.1 Collect, analyze, and record existing documentation,confirming or refuting each
need on MOPS Form 345-53: Indication ofMeed.

7.2 Obtain feedback on the' needs from appropriate individuals* groups:
a) Your Unit's Staff
b) Oer Staff
c) SeSdents
d) Local PTA
e) Coramunity.AdVisbry Groups
f) Others as Appropriate

7.3 Refine the statements of -need based ui)con the above data:
data (Step 7.2) on form 34.5-53.] -

[Include f edback

NOTE: The more complete and accurate the collectioki,oE Perceptions in
the greatier the likelihood of wceinng corresponding resources
your needs. 7 h '169

7.2 are,
to meet



8. Prioritize Needs and Select Needs to Pursue

Analyzing the collected data and determining the order of priority in relation to
your overall mission isthe most important single step of a needs assessment.
Whether. completed by one son or i group, it brings to bear the judgment of what
needs are most critical to_resOlve. It is suggested that the person planning (or
doing) the needs assessment others to establish a consensus on the needs
and their relatiVe priority. In any case, the establishment of priorities should
not necessarily be interpreted as ordering needs according to "the'greatest good
for the greatest number," i.e., a need for minority or handicapped students may
have a higher priority than a need relative to a larger'portion of the ,student body.

The priority of needs'is 'determined by a rank order liSting from the number one
need through the least important.

Resources in MCPS, as in any organization, are "limited; therefore, all of the needs
identified and verified cannot likely be addressed. By focusing efforts on a few
of the most. prevalent needs, it,is expected that they can be satisfactorily resolved.
Selecting some needs as targets upon which to Concentrate eases the pressure of
"trying to do everything and accomplishing little" or "spreading oneself too thin."

Directions

8.1 Using the needs verified by the needs assessment, rank, order them from the
number one need through the least important.,

8.2 Using the prioritized needs, select those needs to.pursueein terms of imple-
mentation and/or budget requests. (Add information frail 8.1 and 8.2 to
MOPS Form 345 -53' only for those needs you have selected to pursue.)

9. Establish Tentative Objectives with Standards

The definition of a need implies some lens of measurement or detefmining what level
of achievement, will be necessary for resolving tile need. Such standards should make
it possible to know, how well the gap is being ctbsed relative to the targeted needs-a\
Objectives should first be written for the desired 'results at the end of FY 81 (this
could include objectives for FY 80). A progressively higher standard of achieve-
ment for the same objective might be extended over a period of Objectives

-are to be added to the "Indication of Need" forms.

Directions

. 9.1 List constraints and determine how-or if the constraints canhe modified.

9.2 Using previously established objectives, your mission, current needs, and con-
straints, formUlate the objectives deacribing desired results at O ele nd of
FY 81. (Add objectives to MCPS.Form 345-53.)



10. Review the Priorities, Needs, and Objectives with Supervisor

Supervisors must approve the priorities, needs, and objectives before one should.
proceed. :Thia'step does not apply to the Board' of Education or the superintendent/
,deputy's priorities, needs, and objectives. Through a two -Way negotiation process,
agreement is reached using "Indication of Need" forms as a basis for discusSion.

Directions

10.1 Classify the. needs by Topic and Category (see'frant page of School Informatiaar
'Summary) and record on "Indication of Need" froms.

,

it10.2 Submit y8Ur ligt of priorities, needs to pursue, and objectives to your supervi-
.por using MCPS Forms 345-53.

10.3 Negotiate the priorities, needs to pursue, and objectives with your. superVisor
(after he/she has received all of the information fromehe subunits) to reach
'agreement.

4

11. Reconcile and Approve the Sys tvp Priorities, Needs,
and Objectives at_Allievels

ft'

Offices and departments have used MOPS Form 345-54 (Also see "Leadership 'Guide") to
collect, analyze, and develop consolidating objectives from the, priorities -of their

laubunits. Each of the associate superintendents, the superintendent/deputy and the
Board of/Education now have a list, of prioriaes, needs to pursue, and objectives

-which are ti*mbination of a collection of these items compiled from their sub-
units and theirown. particular office. A reconciliation must take place to elimi-
nate potential conflicts and:to secure concurrence among. units impacted by Another
unit's priorities. It is the Board that will ultimately approve the systemwide
priorities, needs to puraue, and objectives.

'Directions

11.1 Distribute copies of priorities, needs to pursue, objectives, and backup
documentation to other associate superintendents, the superintendent and
the deputy.

11.2 Analyze the information from the other sources considering your/own priorities.
4

11.3 Meet to reconcile and approve the systemp iorities, needs to pursue, And -

objectives at All levels.

11.4 Approve the systemwide priorities '(Board Of Educati600r

NOTE: Ple associate superintendents, the superintendent/deputy, and the Board: of
Education may involve some other persons in the completion of 'this step.
However, all planners will need'to review the product of this step.
A planner may alter his or her prioritieS based upon the systemwide priori-
ties, as approved by the Board of. Education.

0
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12. Develop Several Possible Plans for Each Current Need

After receiving the approved priorities, needs, objectives, the local planning
team should begin deliberations on alternative wa of achieving the objectives.
The extent and detail of the alternatives will depend uponpi.nature of the
objective(s) and the, corresponding needs:. Minor modifidati s in existing programs
may satisfy a given need or it may requirenew programs,, additional staffing, etc.
The r may necessitate a plan of a couple of sentences, while the latter may
involve everal pages as explanation. When ,developing alternatives, some factors
to consider are (a) organizational patterns, (b) staffing. requirements, (c) in-service,
(d)'equipment and materials, (e) instructional strategies; and (f) relationship to
present program,'

Directions

12.1 Generate several possible plans for meeting each priority and identify those
with the best potential for being cost-effective.

12.2 Investigate those plans with the best potential. The MOPS Form 345-55A:
Action Plan can be used for examining,major alternatives.

13. Select Preferred Plans

From the p ssible plans generated for each need, select a preferred'plan. The
preferred p an should demonstrate to your supervisor that it will achieve the
objectives in a cost-effective manner. &farm has been p'rovided to obtain approval
for the preferred plans and for possible incorporation in the budget. As part of
the "Action Plan," each objective needs tobe'divided into segments which will lead
to the achievement of the objective. These segments constitute events.or activities
amd are called milestones. The anticipated starting and completion dates'of the
milestones should be scheduled upon the "Action Plan" form.

Directions.

1
13.1 Using the best available data, select' a preferred plan f- ea priority.

13.2 Divide eaqh objective into compOnent'milestones,
assign regponsibilities accordingly.

1 -

13.3 Complete an "Action Plan" formfor each preferred plan, if not ready completed.

13.4 Communicate the'results of 13.3 to appropriate advisory groups for the
examination' and feedback.

- 14.' 'Iritegrate Previous Year's Needs with Current Needs*

Some of the needs identified in the previous year (and included in the budget) may
be less important than the current needs. Routine activities and functions necessary
to maintain the o.n ing events of your unit (alsoitncluded in the.budget) have to
be considered as WW2% Both sets of needs and the routines should be integrated
into one list of relative priority. (Steps.1417 do not pertain to.the Board of
Education.)

*Steps 14, 15, and 16 are not necessary during the 1979-80 use of this process. It
is auggested that planners read these steps to grisp more fully the planning relation-
ahip of one year t8 the next. However, unless,a new critical need surfaces which
must be incorporated into FY 80 plans, planners should take no actions with respect
to planning when reference is made herein to FY §0.:.



Directions

14.1 Gather the needs and your misgion identified in the previous year, current
needs, and major routine activities and functions.

14.2 Integrate, items in 14.1 into o-a siIgle rank ordered list of relative priotity.

15. Examine and Revise Previous Plans Based Upon Approved Resources*

Once the-FY 80 budget is finalized and funds are approved, the prevfOus plans built
upon the approval of articular resources will probably have to be realised. Addi-
tionally, as a result eof Step 14 some of the previous needs (plans) may, be revised
to meet more critical current needs.

Directions

15.1 Examine approved resources and compare to requestedreyburces.

15.2 Revise previout plans by eliminating parts of the plan or adjusting expected
results.

a

15.3 Allocate approved resources, based upon the priority established in 14.2, until
hall available funds are exhausted.

16. Separate Plans Into Years of Implementation and B4udget*

The revision of plans in Step 15 leads into a formal separation of the plans into
those for the upcoming year of implementation or for the FY 81 budget year. The
plans marked for FY 81 should be incorporated by supervisors into the budget format,
if approved.

Directions

16.1 Using the results of 15.3, priorities fdr which resources are not available.
become FY 81 budget requests ail should be incorporated into the budget format.

16.2 Add ihose major routines-ongoing; activities andplans for current needs, which
will require firiancial resources in FY 81, to your budget requests.

16.3 Separate plans for the upcoming,year of implementation. Am FY 81 budget
requests.

*Steps 14, 15, and 16 are not necessary during the 1979-80 use of this process. It
is suggested that planners read these steps to gtasp more fully the planning relation-
ship of one year to the next. However, unless a new critical need surfaces which
must be incorporated into FY 80 plans,-planners should take no actions with respect
to planning when reference is made herein to FY 80.

178



4

17. Review the Preferred Plans, Integration, Revision.,
and Separation with Supervisor

Supervisors must approve the preferred pq-ans, integration, revision, and separation
before one should proceed. 'This step does not apply to the Board of Education or
the superintendent/deputy'S plans. Through a twO-way negotiation process, agreement
is reached using the "Action Plan" forms the integrated prioiities, revised plans,
and budget forms.

'Directions

17.1 Submit the material supporting decisions on StepS 13-16 to your supervisor.,

17.2 Negotiate the 'preferred plans with supervisor to reach agr

17.3 Negotiate the integrated priorities ,and revised plans for 80 with supervisor
to reach agreement.,

17.4 Negotiate the budget requests for. FY 81 with supervisor to reach agreement.

18. Reconcile and .Approve the FY 81 Plans and Budget Requests at All Levels

Reconciling the plans of all units systemwide moves forward on two levels: revisions
in FY 80 plans and FY 81 budget requests. Revisions in FY 80 plans need only be
communicated to others affected Eby the changes so their plans can be adjusted
accordingly. (For example,, the Department of Instructional Planning and Development
revises the 'FY 80 plans for implementation of an instructional Program and notifies
school-based personnel who were to have been involved.) The reconciliation for
FY 81 proceeds in much Iteaule manner as Step 11. Then FY 81. budget requests follow
the budget development timetable for approval.

Directions

18.1 Communicate revisions in FY 80 plans to appropriate persons.

18.2 Distribute copies of priorities, objectives, preferred planS, and FY 81
buidget requests.

. :

18.3 Analyze the information from'ihe other sources considering your own plans.
0

18.4 Meet to reconcile,and approve the system plans and budget requests.

18.5 Follow the procedures and timelines for FY 81 budget development.

NOTE: Each of the associate superintendents, the superintendent/deputy, and the
Board of Education will engage in 18.2-18.5, although others may be involved,
as appropriate. However, all planners will need to review the product of
this step.

1 7



19. Implement Plans

410 Each objective included in the FY 80 plans should be diVided into segments which
will lead to the achievement of the objective. These segments are called milestones
and require., the scheduling of their proposed completion dates. Some aspects Of
schedules will need to be coordinated to eliminate potential conflicts. Plans are
then implemented and reported accordi4 to their schedules. Once FY81 plans can
be finalized.(May/June 1980, after resources are known), the milestones tentatively
scheduled must beereexamined to determine their appropriateness.

.Directions

19.1 Divide each FY 80 objective into component milestones.

19.2 Scheduling milestones, coordinating dates with appropriate persons.

20. Reevaluate Plans and Evaluate Results

i
The implementation of plans'should be continually assessed and monitored. In addi-
tion, periodic status reports are to be submitted to one's supervisor. The objec-.
tives should serve as the mainstay of the evaluation of results.

Directions

20.1 Submit quarterly (or anothertime period, agreed upon with your superiisor)
..status reports fo each major plan, using the "Status Repoit" form to supervisor.

If problems occur, a planner may use the same form to alert his or her supervi-
A'sor at any time.

y.

20.2 yeevaluate plans and evaluate results in cooperation with appropriate persons.

20.3 Communicate final evaluation results to appropriate individuals and groups.

21. Recycle

The entire comprehensive planni process will be recycled based upon evaluation
and experience. Objectives una ieved, by definition, become needs for FY,81 or
82, although some Other needs may emerge asila higher priority.

Directions

21.1 Use the final evaluation and experience for recycling the process.

13



OIVIPREMENSIVEPLANNING
pROCES S

School/Office/Department/Division/Unit Area

STAGES AND STEPS*

Date Initiated/Date 'Completed

Stage I - EXAMINE APPROVED PURPOSES/PRESENT PROGRAM

1. Examine Approved Purposes 1 /
2. Examine Present Program 2 /

v xr,, v
Stage II - IDENTIFY NOTEWORTHY PROGRAMS/ACTIVITIES TO -

ELIMINATE/NEEDS TO ASSESS
3. Identify Noteworthy. Programs 3 /
4.. identify Activities Eligible for Reduction or Elimination 4. __________/--0,

/5. Identify Initial Set of Needs to Assess - 5.
6. Confirm Programs, Actjvities and Needs with Supervisor 6 1

Stage IH - ASSESS/PRIORITIZE NEEDS AND ESTABLISH
OBJECTIVES 45' 7

. .

7. Conduct the Needs Assetsrnent 7 /
8. Prioritize Needs and Select-Needs to Pursue 8. /
9. Establish Tentative Objectives with Standards 9. /

10. Review the Priorities, Needs, and Objectives with Supervisor 10. /
11. Reconcile and Approve the System Priorities, Needs, and

Objectives at All Levels 11. /

Stage IV- DEVELOP ACTION PLANS/BUDGET REQUESTS
12. Develop-Several Possible Plans for Each Current Need

,

12
13. Select Preferred Plans 13 /
14. Integrate Previous ¶'ear's Needs with Cuirent Needs 14 /
15. Examine and,revise Previous Plans Based Upon Approved

Resources ''(_ 15 - /
16: Separate Pls Into Years Of Implementation Budget 16 /

/
17. Review the Preferred .Plans, Integration, Revis and

Separation with Supervisor 17.
18. Reconcile and Approve Plans and FY 81 Budget Requests at

All Levels 1-8 / .
,

Stage V- IMPLEMENT PLANS -

19. Implement Plans 19. /
--r

Stage VI - EVALUATE /R)ECYCLE _

20. Reevaluate Plans and Evaluate Results . . 20

,

21. Recycle , 21

*Steps 3, 4, 12, 14-16 are optional for 1979-80.

15-`: 1 76



EXPIRATION: march 1980

°FEW for Program Development
MONTGOMERY COUNTY PUBLIC SCHOOLS

Rockville, Maryland .

PLANNING TEAM RECORD

INSTRUCTIONS: This form is to be completed by designated planners within the time frarne established by the approved comprehensiv
ening process. Refer to the 1979-80 Guidebook for explanation and directions regarding each planning step.

Planning Process Reference: Prior to, Step 1

*SChool/Office/Department/Division/Unit Area

Member

Local Planning Team

Affiliation I Planning Step Involvement Member Initials

Planner (Si re) Title

`10

Date

FOR SUPERVISOR'S USE
Comments:

Signature, Title Date

MCP Form 345-50, April 1979
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s Office for Program Dettopmerft
MONTGOMERY COUNTY PUBLIC SCHOOLS

Rodcville, Maryland .4

.....
NSTRUCTIONS: Thjs form is to be completed by designated planners within the time frame established by the approved comprehensiv

Oningl Process. Refer in the 1979.80 Guidebook for explanation and directions regarding each planning step.
:

Planning Process Reference: Step 3

EXPIRATION March 1980 I
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A.

a
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4
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EXPIRATION: 19800.41ci.
Office f Program Development Fr -Tr

,
4E'r

NN1 MONTGOME OUNTY PUBLIC SCHOOLS
Rockville, Maryland

NEEDS
P,

° +'TO ASSESS .

, . , .,

INSTRUCTIONS: This form is to be completed by designated planners within the time frame established by the approved comprehensive
nning process. Refer to the 1979.80 Guidebook for explanation and directions regarding each plan step. .b,.. ,

,
Planning Process Reference: Steps 46

_____ _____ -Ares,-
.

School /Office /Department /Division /Unit ------"
. 1 ,List each identified need for which you are considering program or administrative changes. This includes needs with eitnerpositive or

negative differences between "what is" and "what should be," i.e., performance expectations whichmay result in additions tethe program
or eliminations of current activities. For each needs statement, list source(s) of information showing an indication of need and an . '

approved purpose. On Side 2 describe the Method by which you plan to assess the needs. Use additional sheets as nec:essarytio describe
all needs. . tkl .
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.., ,

..(
,

,.

..,,

PRIORITY

No. f

Topic

-.
Category

111---:Obj ivirs with standards
) ,1 /O-A

- 'f'' ".
' vv.

' r
:. -

4'i
.

..
'o.

a

...0,..

J1 . 0 4 I ,1.
il
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0 0 '

CT

1
'4

.

0

.4. r .."
4' A

.'
le .

. .
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1-----. \,
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111iii

,iz ep ,, /I
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.

s

A

to
e ,

' t

w
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a

o

-
,

.1 1 i

.

.
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.
a .
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a

-

..:.
Virlk

o .0

1141r ( ..

'
4Ns,T

4
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.--, .
-..- . ., -!:, -.." I e-.,4 r
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...

s :.- , 4% -;- t. .
-. ,

\,,,,,,,,c,

.,

.

,

.

.

,
,

'

.

.
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.

.

c"

* °
.. . i.

..,....

r edur . t

...

n l e '
1

.,,

,_

. .- ' -p,
v-

. . e .

,
...

.

.

,.

.
.

,

4,-

.

- . . ...
0, ,i,

Estimated sailing's (to.be completedonly
*0

;tiurnbertrierson days: protssional

b. °thee:. ' V-

Icir ne addressing reductions or eliniinations.)

; supporting services

, .

.

.1., - --1--i--
.

- -
.

slur, j
MCPS Forth ;



Planner (Signature)



t' EXPI TION: March 9e4&S
z_481 F1`4

..: -:".:« tr- ,

,..

Office for Program Devsloprovi
NIONTGOMER*COUNTY PUBLIC SCHOOLS

Rockville, ryland

,

,

CONSOLIDATING OBJECTIVE

INSTRUCTIONS: This form is to be completed by designated planners within trio time frame established by the approved comprehensive
(Dining process, Refer to the 1979.80 Guidebook forexplanatiork anddirectioni regarding each planning step. 1

Planning Process Reference: Step 11

---A-r-e aOffice/Department
, dr

Consolidating Objective: 0

. 96 I

r
,

.2

PRIORITY

No of

Topic---..,
Category

List the name of each unit which has needs addressed by this consolidating objective and the priority assigned to each need. Attach
I*. rrespondipg MCPS Forms 346.53 which were completed by the units for those needs.

.Unit Name Prior Assigned

.

r
. ,.

.,

t: ' . 't'

1... '...'
44 ' .. ,

t.
t, ' ' 1'

,,,

s

.1... l'1,;4
y:eIF, IF

.4
. i

4-.... .4

v: :4 ! N.
.

'..1.

N= .

°"91 : i -%'..."'-',..v .' '
. ,

.

. ,
.

.:', .. a. . . .
....

.4 1

- -

, t . e ;
0 Check here if additional units wittfri prioritiei are listed the reverse side. r ,

)Planner (Signature) ,

,

Title

15 i..

Date)

.. FOR SUPERVISOR'S'USE
Comments:

. ,

...

ct.:. . ,,,, Signature Title Date



EXPIRATION: DRAFT 4/23/79/I
10-

111K. - Office for Program Development
/ ,-; 4.*fYTT 1,r--- MONTGOMERY COUNTY/UBLIC SCHOOLS ACTION PLAN. -..- ko- - 1 , .- k.-- g-- .., ... , _ Rockville, Maryland , :

INSTRUCTIONS: This form is to be completed by designated planners within the time frame established by the approved comprehensive*Ina process. Refer to the 1979-80 Guidebook for explanation and directions regarding each planning step. '.

. .Planning Process Retell*: Steps 12-19
la

School/Office/Department/Division/Uv `' ....... Area
.

I

Plan Name 4 0 O Priority No.

Plan Overview
1,1 - ProjeCted Start Date - /

,,.
. It Mo./Yr.

.
*.,

,..1.

4

4

a
' .

.

l'!

t
.is M-service training required? 40 Yes 1:rNo If yes, is the in-service plan attached? Evi; . No . ..

ExpeCted Results (Attach MCPS 146n41 345-53. List objectiVe numbers and restate those objectives Net have been'leYlsed). ;

. . .

. ,.

/ ' i
/ *: 4, , ,

' 4

. .

..
.

Impact on staff and community (Include how tffe 8mmitrrrent of sttrff d communi determined.)/ ..,.
.:,.

4.:,:".4'7,47. :P. .

.
.

4 . .4
..

.
-

. .
,.,..

t'' .. /
' 4 f .

, of).

!q,,,s-. ,--. t.....

- C

.' '''

.
.8 ' 4 ' i''

--
.

,Commitment (Circle one - High 1, Loin/ 5): Staff 1
,. ; cdiTimiiiiiiy 1 ...

. ,Enter the job title for e responsibility by objective. ,., .44

Responsibility Objectives. ... ft, A
1

. -----7T.
,Primary

. * . . * t
.Implementation . .

.ther (Specify): - .

s .
-,,,

\\ :,4

/ . .

,
lb .,..6. ilk

MCPS Form 345-55A, April 1979
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Possibilities of nonlocal funding (Explain potential sources, probability of success in acquiring external funding, etc.)

Possibilities of reallocation of existing funds (Explain)

thi

10J-Estimate costs for appropriate fiscal years by biidget categori for ea ch 0.4 If it is not possible to separate costs by objective,
show costs by olairtives combined as appropriate. Fiscal

Objective Number

Personnel .

Equipment .
'

Supplies

Other. .

Total

Objective Number

Personnel ;*
Equipment

.suppl.

Other

Total. =
Objective Number

, Personnel

EquipOrit

0,7
4> .

Y

e
. '''''r her

.*,Tptal -.212=1. meemmem

Objective Number

Personnel Leh t

Equipinent

iuppiies

Other. .

Total

Vs)
)k-?`

v
Stk.: 28 186



Peas 3

ANALYSIS OF THE PLAN.



licbedtAing Milestones
objectives; Indic*
and ataph Dice.

for Objective s) Y .. List
,

major events or activities necessary to achieve the
responsible. Using copies of this peso, coinpletoll,Rbjected 'event completion dates? and Ilst job titles °Lannon'

peg. *Gan obigiva.

,,,..
Milestones/Event' J A S

Months
0 0 J F M A M J RssoonsibIlltin

1

.

...--

.
.

.
.

. .
. e

. ,

1...."Ire,

,4

3.

l ,

.p .

..

d

-

. Or

5 V'e..o.,

-
.5

'

1

- .

.

fik

..

- ..
... .

-.

. "-

..
,,,r..,

.

7. ...

.

,..
-.` . .

1

.

r

r -, 1

..) io

.

.
.

e 21 hly N

8

{

4

....,

.
51.

- ..,...t.--, - -.-__

.

.

.V...,

..%.4%

i .1

...-

',,WAtiV10:,' .110
-. -

4.
A. .

o

.

4' Show
.

.
a as v" and end date asvp"

, , - -4--
**thow res nsibility by job title and (1)-Primary (2111 mplementatIon
« coati as f lows: : ' (3)0ther, (Specify)

Renner (Sign

- .._,

.

- .... .

Title . Date

t'

, - 1
Comments

..--1..

-r q Z:s.
.. ... .

..t''.a.
I, r

' -

FOR SUPERVISOR'S USE
* 01,

, .

' .0,31"..4% ii .

.

.
.._ *:' . 41

I .
t ' 1

.

.

Signature , rife. Dant



EXPIRATION:
;CJ ..c.).:S_

-: ..04.41-1` QI . rH.
Office for Program Developmini

MONTGOMERY COUNTY PUBLIC SCHOOLS
Rockville. Maryland

ACTION PLAN
ACTIVITIES FOR REDUCTION

iiTRUbTIONS: This form is to be completed by designated planners within the time frame established by the approved comprehensive
ring process. Refer to tOe 1979.80 Guidebook for explanation andslirections regarding each planning step. tAttitch Form

far the related need. d
Planning Process Reference: Stops 12.191

34553

School/Office/Department/Division/Unit

Activity or Program Name: " ;. d' , 4%

,,'

MSDE 0 Federal Other (Explain): .Type of Funding: MCPS
,L _,)

Why is this activity serecii4for

OThe program has met its

'original need no longiOaxists.
..,..

Other programs have assumedOther''

reduction or elimination? ., IChslbk all,tha?apply,3

Oblet;tives and is ready.,fCr:termination.
.. `.:k

.

these responsibilities.

importance of this activity has shifted. .

,

,

,

-i
.,

. .

.

&

.

.

,

a

-'0,-,,,,.,..,...-

.

.

-0 s,,k4,

.

0,-
.

.

.

,

0

.

,

-

..

.

.1

Thelielative priority or

III Other. (Specify)

Explain or comment as approOlite.

.

.

.

.

.
.

.

_

---4,

.

, .0 .

. .

rt,,(
' ' 17 ". ,

.", 4; ..,
i

:.
_ ..,

'.. _ dr " 4...1!....



I (Nerview of the plan for reduction or elimination. (How will it be accomplished?)

o
.

'

cr .

1
. .

. ., ..

. ,
Expected results. (Attach Form 345.53. List the objective numbers and restate any that been revised. Explain the expected impact
of the reduction or elimination on students/clients.) .ft

.

. .

air

:74 .

.' . t,,

. .

.
4 .

Expected impact on staff and community of the reduction or elimination. (Indicate the level of commitment to the, program t.r
activity and describe how this was determined.) _ o..

ii Staff: .

.
.,. ---\

.' t.

I - _
.

,- ,-..I
. .

Community:

.

..,

.

.

.

.
.

Commitment (arde'tjiis =Hipp _ i LoM'St: Staff: 1 ill 2 3 4 5 ; 'Community: 1 2 3 4. .

Manner (Signatun .

-
6 ": '-41 ,.. .

°A,
Title Date

.
..

*e.21-,

. "
.ifitlf.4

FOR SUPERVISOR'S USE
Comments:

,

.
. . .filt.., , . . .

I.: ,,.. ,
, .. % ,..

/ .Signature , Title .. b - \> ' bate-:1

..
,

32- X90



.EF: :'
goo . a.

741# ,. i,,,,,,- i,11; ,
.... k . '' .....1

,... ... .Ie ' ,; 110!
. `*".

Office for Prognim Development
0.04TGOMIllIV COUNTY. PUBLIC SOHOOLS

:''' :11 :. Roc. kitille , Maryland-
:

. STATUS REPOBir
is

0,48TRUCTIONII: This form Is to be completed by designated platers vAthin the time frame established by the approved comprehensive
'Planning Process. Reier-to the 197940 Guldobviok for intdinetrtions regarding each planning step. This report is required

:11Orterly. It tidy be! iseueill more frequently If desired by the p nue the supervisor.i. .. . .. ..,,... VI .

Planning Process pefonincs:11Step 20e ,S.,-.17,,.,;"(

t'-'' ' )

Ic Departmeni7Division/Unit 1111P
.

Ares

Plan Name

Indicate the status of the plan

No Problems, All activities

by checking the appropriate statement and describing
.L, ,,..

within the plan are proceeding on schedule.
.,, ..,.

have occurred in reaching milestone(s), buethe
be accomplisOod in the planned time frame.

,i..,

or protracted delays have occurred that thriaten
objective within the scheduled time Explain how

.

.

.

.

...

(..,,,

...t.'

.
%.

. .

j.
any problems, thaVieve arisen.

,,..4. . ,,.....,,
., 46 ./4-

.

Obj . _.... --'4' lieston.e(s)
Obje liestone(s

Q. lestone(s)

:,.

.',:,

Minor Problem*. Delays
objective is expected to

Maio' Problems. Serious
accomplishment of the
much,delay is expelated

Probl ern:Act'oni,. and comments:

.

: ,

.

. '

------

. 4
,

' ilestone(s)
is...4 - ..

-. ,:,',.. .:......

-'4'.
f144

44

-.144. -..it

.....!-,,
N

,

.

,

--. -

.

t

.

,r,,,.,

.
..

.

1
.

.

.

.
Date:

For:I.Cip$e) 01,02,03304
-.,,,,,,..,i

Or

Other:'

Planner, (Signeture)

-. 4'
.

Title
sor

,

-7-- .,...... . .., OR SUPERVISOR'S.
COMMet:,ft 1 . /

W ftlr-. ) .

i::,tz.

.
a

.

. -
. f

USE,
.

I

, :-
. 49.:.,

I -4,

.A.

!

...0._.1-771, gine .

...
.

.
4 i.13

. ,

... ,
- C.

, ,Dete ,--";
.

Slaningrea
MCPS Forin 345'8, April 1979
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. Office for Ptogra velopment
MONTGOMERY GOU PUBIC WHOOLS

Rockville. Maryland
"ORDER FORM",

- ,

INSTRUCTIONS: The items listed below may be ordered for use by plinners in the Comprehensive Planning Process pilot by sending a
completed form to the'Coordinator of SysteMwide Planning (Room 250. Educational Services Center). If other
assistance or resources are needed or these materials are needed in a hurrY, please call (279 - 3584).

School/Office/Department/Diviiion/Unit Area

Orientation Aids

Videotape 46-minute overview (April 18th Presentation rear ofthe Cafeteria)
Dr. Stern. Dr. Steller. Ind Mrs. Morgan

Cassette Tape N,umber 1 15-minute radio interview
DrAtcirn and Dr. Muir

Cassette Tape Number 2 45-minute Introduction (April 27. In-Service for Key Personnel)
Dr. Shaffner and Dr. Stern

One Page Summary major purpose. anticipated results, end products. challenge. and stages/steps.
"A Conceptual Overview"
Summary/Analisis by Consultant

Dr. George Redfern .

In-Service ,Aids

The Bottom Line (minimum requirements for pilot)
(flip side calendar of key events)

"Getting to Know the Process" ("test")
Answer Key for "Getting to Know the Process"
"Just What Is A Need. Anyway?"

(brief paper answering this question)
Overheads

Sample Forms (forms completed with fictional
data)'

Set of Bibliographies on Planning
List of Planning Associations/Organizations
Inventory of Periodicals Dealing with Planning
Catalogue of Workshops/Courses on Planning
External,gonsultants on Educational Planning

Working. Papers

"1979-80 Guidebook" (A step-by-step guide for planners to use throughout the process. This is the key' document for
the individual planner.)

"School Information Summary" (Blank samples of the School Information Summaries provided to planners. 1-dpics and
categories are given for classifying needs anddata.)

Elementary School
Junior High/Middle School
Senior High SchOol

"Supplement to School Information Summary" (Suggestions of some additional data elements a planner might wish to
use.)

"MCPS Needs Assessment Process" (This paper goes into detail about how to conduct a needs assessment.)
"Leadership Guide" (A brief paper to help persons supervising planners.)
Board of Education Priority Setting (Proposed method for integrating the Board's priorities with the planning process.)

Forms
MCPS Form Number

Required (R) -
Optional (0)

Worksheet 0
Stages and Steps 0
Planning Team Record 345-50 0
Noteworthy. Program Description 345-51 - 0
Needs to Assess

11.
345-52 R (check with supervisor)

Indication of Need (critical form) 345.53 R
Consolidating Objective 345-54 R (area office only)
Action Plan (critical form) 345-55A R
Scheduling Milestones (Page four of 345-55A) (as needed)
Action Plan Activities for Reduction 345-55B (as needed)
Status Report 345-56 R

Planner (Signature)

/ LAC

Title Date



School/Office/Department/Division/Un' Area

- I r

STAGES AND STEPS%
.

. .
.

Date Ibitiated/bate Completed

Stage I - EXAMINE APPROVED PURPOSES/PRESENT PROGRAM
d

1. Exainine Apprdved Purposes
2. Examine Present. Program

1

2

.
.

-
. .

Stage 1 - IDENTIFY NOTEiVORTHY PROGRAMS/ACTIVITIES TO
ELIMINATE/N4DS TO ASSESS

,
3. Identify Noteworthy Programs
4. Identify -Activities Eligible for Reduction or Elimination

`5. Identify Initial Set o1 Needs to Assess
O. Confirm Programs, Activitiesiand Needs with itupervis'Or

- 4
, 5

6

7

/
_/
/

Stage III - ASSESS/PRIORITIZE NEEDS AND ESTABLISH
OBJECTWES ..

7. Conduct the Needs essessment
8. PrioritizeiNeeds and SeleCt Needs tol3ursue
9. EstablisV Tentative Objectives with Standards

la Review:the PrjOrities, Needs, and Objectives with Supervisor
*11. Reconcile and Approve the System Priorities, Needs, and

Objectives at All Levels 9 I

.

7.
8.
9.

10

1 1 .

1 "..: .;-4 =

.

*40

1
/

q.,

/

/ .

Stage IV - DEVELOP ACT,ION PLANS/BUDGET REQUESTS
, ..

12. Ddvelop Several Possible Plans forfrEach Current Need .

13. Select Preferred Plans _

14. /Integrate Previous Year's Needs with Current Needs ,

15.t Examine and Revise Previous Plans Based Upon Approved .i Resources , ,
16. Separate Plans Into Years of Implementation and Budget
17. Review the Preferred Plans, Integration, Frevision, and '
- Separation with Supervisor .

/ 18. Reconcile and Approve Plans and FY 81 Budget Requests at/ .
All Levels

,

12
13
14

15
16

17 ,

18.

/
'1

,, /

1 . /
/

/
,

-/
Stage V - IMPLEMENT PLANS

19. Implement Plans 19

Stage VI - EVALUATE/RECYCLE i
20. Reevaluate Plans and Evaluate Results
21. Recycle / ,

20
21.

,r 1

,.

/ --,:o.-

*Steps't, 4, 12, 14-16 are optional for 1919-80.



EXPIRATION: MarchVI .7-f:.

Office for Prograin Development.
7%- '= MONTGOMERY COUNTY PUBLIC SCHOOLS

,1"--.1.--4-4--4. ' .
m. IN OM = ...- Rockville, Maryland

PLANNING TEAM RECORD
-

. I

INSTRUCTIONS: This form is to be completed by designated planners within the time frame established by the approved comprehensive
planning process. Refer to the 197.9.-80 Guidebook for explanation ar%d directions regarding each planning step.

s

..... #

r Planning Process Reference: Prior to Step 1 '
.

School/Office/Department/Division/Unit

r-
Area

Local Planning Team

/

,

Step Involvement
yr

.

.

.
,-

Member Initials
, .

. Member Affiliation . Planning

.

P

Ilk.

S.. .

a e
.

(

s

:.

l'

7

...

.
.

.z 4

. .

t .

. ,
...

Planner (Signature)
,

.

Title ,

.r.
.

,
Date

. FOR SUPERVISOR'S US.

t omments: . ..

,..

o I
, . .

..`

.

.

,
-,

.

4

.
o Signature k Title Date

MOPS Form 345 -50, April 1979

1 94



EXPIRATION: March 1980

NSIVE Office for Program Development
MONTGOMERY. COUNTY PUBLIC SCHOOLS.

Rockville. Maryland
NOTEWORTHY PROGRAM DESCRIPTION

INSTRUCTIONS: This form is to be completeil by designated planners within the time frame established by the approved comprehensive
planning process. Refer to the 191980 Guidebook for explanation and directions regarding each planning step.

Planning Process Refeeence: Step -3

School/Office/Department/Divisicm/Unit Area

1. Program Name

2. Topic and Category .

3. Program Focus

4. Date Program Began

5. Grade Levels)

6. Contact Person

1. Telephone NutrIber

8. Major Program Objectives .

(Student/Client Performance Objectives).

(Month, Year)
..

\. Characteristics of students clierOs
served by the program .

MOPS Form 345-51, April 147

A



10. Procedures/instruments Used
to identify students/clients .

'

,. ' ,

.

.

1

et

. ' 420 0

)

1 -

.

.

.

.

I

.

.

11. Description of program activities
for student' /clients

kt

.

.

. .

12. Time (in hours) student/client
participates if, program weekly

13. Program length (term during
the school year) k

.

.

. .

...

.

.

.

1

.

.

,

.4

.

..

.

...

.

14. Staffing

.

i

. .

15. Student-teacher ratio (if applicable)

,
. .

..

.

.

.
. .

i
.16. Special features/comments .

1.

s a

, .

.

A

,

.

.

.
,

.

.

, .

I ,

Planner (Signature) Title
.

.'04

' Date

'

Comments: (Include,indication'of quality):

_

..

.

.. 7 i

FOR SUPERVISOR'S USE

.

. .

.
,

.

`
.

.

.

.

.

'Signature , Title Date

"4,



E X PI RATION : March 1980
.\, 1( ,.q;

- -
7,, - Offfco for Program Developrient

, ..7.VII' r= E
MONTGOMERY COUNTY PUBLIC SCHOOLS'7,-.1..,,!r-_

qiickville, Maryland
.

NEEDS TO ASSESS

. . s
INSTRUCTIOKI: This form is to be completed by desigpated planners within the time frame established by the approved comprehensive
planning process. 4fer 'tope.19,0 80 Guifiebook for explanation and directions regarding 111 planning step. .

...,11

°' . Planning.A:es.s fleterence: Steps 4-6, -e
, -

Schopl/Office/Department/D4itioniOnit ,-,.\ -

,.....

. 4

Area
,

1..
List each identified need for which you are considering program or administrative changes. This includes needs,with either positive or

. ,

negative differences between "what is" and'what should be," i.e., performance expectations which may result in additions to the program
or eliminations of current activities. For each needs statement, list source(s) of information showing an indication of need and an

..
approved purpose. On Side 2 describe the method by which you plan to assess the needs. Use additional sheets as'necess ry to describe
all needs. . ,

Preliminary
A Needs

Statement
, ,

Indication of need:
.

Approved purposes:
. .

Need considered for: (check one)

.

Increased emphasis

p

,

.

Reduced emphasi

Preliminary
BNeeds .

Statement

Indication of need:

0ApprOved purposes:.

Need considered for (check one)

,.,.......,
. )

-

(
,
.

L
1

:
..4. ,

I
.

.

''
Increased emphasis Reduced emphasis

_., Preliminary
tr le Needs V

Statement -

i
Indication of need:

e
Approved purposes:

Need considered for: (check one) Ei Increased emphasis

.

.

@ - .
'-' ,

.

Reduced.emphasis

Preliminary
D Needs,". .

Statement t 4 '
.. .

Indication of need:
3.

Approved purposes:
.

Need considered for: (check one) a Increased emphasis Reduced emphasis .
.

Preliminary i -

6, Needs .'
Statement

'Indication of need:
. ,

.

Approved purposes:
.

Need considered for: (check one) a Increased emphasis

'

. 0 ' .

.

.

/
Reducedemphasis

*MPS Form 345-52, April 197B,;.... 1 9 7



Preliminary
F Needs

Statenyent

Indication of need:

Approved purposes:

.

.

.

Increased-emphasis .

a
.

-
, .

Reduced emphasisNeedconsidered for: (check one)

Preliminary
G Reeds

Statement

Indication of need:

Approved purposes:
to

Need considered for (check one)

.

4

i .

1:1 Increged emphasis El Reduced emphasis

.

..

4i

Preliminary
H Needs

Statement

Indication of need:

Approved purposes:
.

i

Ned considered for: (check one)

. ..

.

$

4.
1::1 Increased emphasis

;
N

Reduced emphasis

.

P oposed method of assessing needs
, .

<,

.
.

.. .

.

. .

\

.

.
%

v

.

Planner (Signature) Title

.1

Date

Coinments:
FOR SUPERVISOR'S USE

... I
Signature Title Date



v,
EXPIRATION: March 1980

.Office for Program Development
MONTGOMERY COUNTY PUBLIC SCHOOLS INDICATION OF NEED

Rockvil
1
a, Maryland

"ST:Ra(Refe'r to the 1979.80 Guidebook for explanation and directions regarding each planning step.

UCTIONS: This form is to be completed by designated planners within the.tiine 'frame established by the approved comprehensive
nning

Planning Process Reference: Steps 6.10

, School/Office/Department/Division/Unit Area

Need considered for: icheck one) Increased emphasis El Reduced emphasis

Statement of need

J

PRIORITY

No. f

Topic

Category

Objectives with standards

Approved purpose(s) or'rationale

P411 stimated savings (t b e completed only for needs addressing reductions or eliminations.)

a. Number of person days: professional' ; supporting servicesa
b. Other:

MCPS Form 345.53, April 1979

I n _



..t

Summary of needs assessment data

Planner (Signature Title Date-

FOR SUPERVISORS USE
ComMents:

Signet Ure Tit le Date

. 2,tjo



EXPIRATION: March 19

.Offica for Program Dayelopmont
'1,8 i" i MONTGOMERY COUNTY PUBLIC SCHOOLS

.......1).'T-.. Rockville, Maryland

*CONSOLIDATING OBJECTIVE

,

..,,.__,
INSTRUCTIONS: This forrEvisto be completed by designated planners within the One frame established by the approved compiehensivo
planning process. Refer to the 1919.80.GuidePook' fut explanation and directiori's regarding each planning step.

\1`

.

Y

Planning Process Reference: Step 11
,

Office/DepartMent - . Area
.

.
, .

1.

Consolidating Objective:
.

.

'

...,

.

..

.

PRIORITY

No. of

Topic. .

qv
Category

List the rSame of each unit Wh'ich rtas needs addreised by this consolidating objective and the priority assigned.to each need. Attach
corresponding MCPS Forms 345530which were completed by the units for those needs.

Unit fsame.- Priority Assigned

, ..

. :if
./ .

...

.

-,

...

.

.
.

.
)

. .

, .

'
.

. .

.

ElCheck here if additional units with need priorities are listed on, the reverse side.
Planner (Signature) .

,

Title . Date
.

FOR SUPERVISOR'S USE
. t

Comments: .

. ,. - Al , .

. .
. Signature 'Title Date

MCPS ForM 345-54, April 1979



EXPIRATION: DRAFT 14 23/76)

, Office for Program Development
MONTGOMERY COUNTY PUBLIC SCHOOLS ACTION PLAN

Rocky 1114..Maryland ...
STRUCTIONS: This form it 'to be complottl by (lesion:1bn' planners within the time ham., established by the approver)

planning piper's; Refer to the 19/9 HO GuideboOiclor explanation and direr:110M regarding rsach planning step.

P1ariniftg--Pf-otei-. Refrtrmir. Stept-12---19 .

Schnol/011ice/Depa;tment/Division/Unit

Plan Name

Area

Priori y No

Plan OVIgVIeW Projected Start Date

Is in service training requiree 1:1 Yes ' No If yes, vs the in-service plan attached? [1:1 Yes No

Expected Results (Attach MCPS Form 345 -53. List objective numbers and restatethose objectives that have been revised)
.

Mo /Yr.

Impact on staff and community (Include how,the commitment of staff and community was determined

Commitment (Circle one High 1, Low 5( Staff 1 2

Enter the job title for each type responsibility by objective.

Responsibilit

Primary.

Implementation
Other. (S.pecify)

4 5 . Community 1 2 ,3 5

Objectives
1 2 3 4

MCPS Form 345-55A, April 1979

2 (19



Possibilities of rionlocal funrithg (Explain potential sources, ProbabditY of sUcoess in acquiring extonsal funding, etc.)

.

Possibilities of reallocation of existing funds (Explain).

Estimate costs 1Jr appfop.sate fiscal years by budget catego,ry for each ublectlyer If itas not possible to separate costs by objective,
show costs by oblectodei combined as appropriate. Fiscal Year

Objective Number

Personnel

Equipment .

/4Suppl

Other.

Total

Objective Number

Personnel

Equipment

Supplies

Other
At

Total

Objective Number

Personnel

Equipment

Supplies

Other

Total .

Objectiye Number

Personnel

Equipment

Supplies

Other

Total

=111111011==== ZEZ:IME1===

ZICCM11111:=1=011112111 amassimillire =======

EIMMEMIENEENNIIIIM

4





Page 4.

Scheduli Mile3tone3jective No.(s1 -; FY . List major events-or activities necessarlcachieve the
responsible. Using copies of this page. complete

. .objectives; indicate projected gvent.completiOn dates? and list jOb titles of persons
and attach one page for each objective.

. ,
Milestones/Events ..J'A

. . 4.
SiS

Months*
OND*.1 FM AM J Responsibilities**.

1. .

.. . . .

. ...

. -

.

.

.

.
, i

-

.

°2 .
.

.......
.

,...
,

3. . ..
'

.., .

1

.

.

.

'i

,

,

_

.

4.

.

,

. . - . . ..

.

. .

.

5.

. ,

.

.
.

.

. ,

.

i ,
7.

r. .

. . . . . . .

''"

,
.. .

*

0.

.

8. .

. .

.

* Show start date as "0" and end date as "',1".
.

**Show responsibility by job title and (1)=Primary (2)=Implementation
- code as follows:. . (3)=Othqr, (Specify)

Planner (Signature) r Title Daie

4/1*

Comm6nts

. .

.1

FOR SUPERVISOR'S USE

, .
,

.

.,

Signature
er'

Tate Date



(Page 4

Scheduling Milestones for Objective No(s) FY . List
.

major events` activities necessary to achieve the
responsible. Using copies of this page, complete/-

.

(

objectives; indicate projected event completion dates? and list job titles of persons
d attabh one page for each objective.

Milestones/Events J A
Montkis*

0 N 0 J F M A M J -4i Tiesiaonsibilities77

/ .

.

4

' .

2 .

. . .
. .

.

. . .

.

. .

,

.

.

,

. .

.

. . .

.

.
.

17..`
. ,

. /
.

5.

,

..

. .
f

ii
.75://

s

.

6.
..."°"-

.

. . . .

i

. . . .

7

..

. .

/
,

.

-

.

. . .

,

.

8.
, 4:',

. /

/ *

.4 4.

* Show start date as "0" and end date as ".A". **Showjesponsibility by job title and (1)=Primary (2)=Implementation
code as follows: (3)=Other, (Specify)

e
t. , .

Planner (Signature) Title A

.

Date

-
, FORSUPERVISOWS USE

Comments .

/

.
. .

_ * ..

211.
Signature Title Date '



EXPIRATION:' 2 (4/23/79)
ag cr.,243 Office for Program Development -IVE

NINO
ENS

MONTGOMERY COUNTY PUBLIC SCHOOLS
. Rockville, Maryland

, ACTION P'174N

ACTIVITIES FOR REDUCTION '
.

TRUCTIONS: This form is to be completed by designated planners within the time frame established bykthe approved comprehensige
nnir4 process. Refer to the 1979-80 Guidebook for explanation and directions regarding each.planning step. Attach Form 345-53

for the related need.
Planning Process Reference: Steps 12-19 . .

.
School/Office/Department/Division/Unit . ..

\ I

.
. Area

Activity or Program Name: .

_ . .

Type of Funding: J MCPS D MSDE Federal a Other (Explain): ,.

Why is this activity selected for reduction or eliminatidn? (Check all.that apply.)

The program has met its objectives and is ready for termination. .

..1
The original need no longer exists.

..

Other programs have assumed these responsibilities.

The relative priority or importance of this activity has shifted.

Other, (Specify) -. i
Explain or comment as approckate. '

.

.
.

.
.

. '.
. .

.

.

_ .

,.

..?

4

-

i

i

L .

. .
.

. -./

.

. .

6.

.

...

/

..-. .

. .

..

.

.

i

8

.

MCPS Form 345-55B, April 1979

207



otte.

Over View of thdplanor reduction or elimintiOn. (How will it be accomplished?)
. ap r

o

Expected results. (Attach Form 345-53. List the objective numbers .and restate any that have been revised. Explain the expected impact
of the reduction or elimination on students/clients.)

Expected impact on staff and community of the reduction or elimination. (Indicate the level of commitment to the program or
activity and-describe how this was determined.)

Staff:

Community:

F.

Commitment (Circle one - High=1. W=5): Staff: 2 ,3 4 5 ; Corrimunity: 1- 2 3 4 5

Planner (Signature),

Comments:

Title .

FOR SUPERVISOR'S USE

Date

Signature Title.

21}8
4

Date



EXPIRATION: DRAFT 4V rAf-4,
'Office for Program Developii4ent -

MONTGOMERY COUNTY PUBLIC SCHOOLS
Rockville, Maryland ,,

, ,

. 1 STATUS REPORT. '
, -.. - .

STRUCTIONS: This form is to be completed by designated planners within-the time frame,,esabliishtd by the aPprovedcomprehen
anning process. gofer to the 1979-80 Guidebook for explapation'end directiops regarding each pgnning step. This report is required '-

.quarterly. It may biissued more frequently if desired py the planner or the Supervisor. t. . .

, l" . ..1 AL ..

Planning Process Reference:. Step'2 it .

.... ,J,,.; ,
School/OffiCe/Department/Division/Unit ,d,,,

.....- . ,
sys.4 . ,

-

Area

. .Plan Name ,0, ,-..1.5.! ,

).,..`4;2.-;e:*

. .
-

Indicate the status of the plan by checking the appropriate statement
P

No Problems. All activities within the plan are proceeding on schedule.

and describing

bin the

threaten
how

c

A

f'

il ..

.
any problems that hay arisen.

.

Objective No. IV1ilestone(s)Minor Problems. Delays have occurred in reaching milestone(s),
objective is expected to be accomplished in the pjlfinned time frame.

--....,
. . .

Major Problems. or protracted delays have occurred that

Objective NoJy1ilestone(s)
,

Objective No, . Milestone(s),Serious
accomplishment of the objective within the scheduled time Explain
much de-Z.7;r expected. ,t.

Problems, actions, and comments:
,,..,..

. .

,

e--

. .

,

.

s,.14,.......'. '.,,,,.r,*'te ' .

N' ,

.e

Objective No Milestone(s)

,
.

K'-'_.:rV

.

.
-

`e

,

..

.

Datd:
For: (Circle) 01,02,0 Q4

Or

Other:

Planner (Signature) .
_

Title s

FOR SUPERVISOR'S USE
Comments:

s
,

. ,

Signature Title Date

MCPS Form 345-56, April 1979



Sgal/Office/Department/Division/Unit ,

*e_HOdL-
...<

STAGES AND STEPS

,

0

Area

._ . _

.
Itifate Initiated/Date Completed

Stage I - EXAMINE APPROVED PURPOSES /PRESENT PROGRi)M

' 1. Examine Approved PurPoses 1. 5-- // ./ -5-- i -5--''
.5----- 1/ / _I-- ./ .sillio2. Examine Present Proram 2

Stage Ile- IDENTIFY NOTEWORTHY PROGRAMS/ACTIVITIES TO
ELIMINATE/NEEDS TO ASSESS \. .

P

3. Identify Noteworthy Programs .

4. Identify Activities Eligible for Reduction or Elimination
3.
4

6=i-5 j -- / .$
s' =r ..s-. / ..5--- ..? 5-
5--- j .)- / a-- 4---5"-5. Identify Initial Set of Needs to Assess 1 ' 5
`--6. Confirm Programs, ActiVitied,and.Needs with Supervisor 6

- -

Stage III - ASSESS /PRIORITIZE. NEEDS AND ESTABL H
OBJECTIVES-.CTIVES- , -.----

,
7. Condk-'uct the Needs tt.

..,
essment

8. Prioritize Needs and lect Needs to Pursue
7
8.

-/i
--- ,27- 0?

9. Establish-Tentative Objectiveswith Standards 9 _ 411Ww
10. Review the Priorities, Needs, and Objectives with Supervisor 10. .. .
11. Reconcile and Approve theSyStem Priorities, Needs, and , .

Objectives at All Ltvels 11

Stage IV - DEVELOP ACTION PLANS/BUDGET REQUESTS
12. Develop Several Possible Plans for Each Current...need 12 11-/ / e--2ct-
13. Sele. ct Preferred Plans, 13 7-/ 6 / 9 -.3
14. Integrate Previous Year's Needs with Current Needs 14 /
15. Examine and Revise Previous Plans Based Upon Approved _

Resources , , 15 / ,

16. Separate Plans Into Years of Implementation and Budget 16 J
,

it: 17, Review the Preferred Plans, Integration, Revision, and
Separation with Supervisor

Budget
17 9 $ I 7-17

Reconcile and Apprbve Plans and FY 81 Requests att113.' All Levels 18 /
...

Stage V - IMPLEWNT PLANS -

19. Implement Plans 19 1980 /

Stage VI - EVALUATE /RECYCLE" .

20. Reevaluate Plans and Evaluate Results 20
21. RecYcle 21.

'Steps 3, 4, 1214-16 are optional for 1979-80.

ZI 0



ti

.

Office for Program Development
EHIENSIN4E MONTGOMERY COUNTY PUBLIC SCHOOLSING

Rbckville, Maryland

EXPIRATION: March 1980

PLANNING TEAM RECORD

INSTRUCTION: TiiiS:for'm is:to be comleted by designated planners within the time frame established by the approved\omprehensive
planning process:. Refer to the 1979-80 Guidebook for explanation and directiOns regarding each planning step.

Planning Proress.Refience: Prior to Step 1

SchOol/Office/Department/Division/Unit
A SCHOOL

Local Planning Team

Member Affiliation

1-

Planning Sten Involvement

Mr. Joe Smith Student 7-8

Miss Mary Allen Student 1-5. 7-8

Mrs. Gade Parent 1 -5. 7-8

Mr. Muim Librarian 1-5. 7-9

Mrs. Appleby._ Teacher

Mr. Goodloe Teacher 1-5. 7-9

Miss Michels Teacher 1-5. 7-9

Krs. Wells Counselor 1-5. 7-9

Mr. Anderson Secretary 1=5, 7-8

Dr. Cann" Asst. Principal 1-10

1 Area
18

Planner (Signature)

)L-7-

Comment 5:

A. 4 it
Title

FOR SUPERVISOR'S USE

rt.Ea 7(.4-

MOPS Form 345-50, April 1979

1
Date

7-.277?

Area-Director Educational 'l C"
ServicesTitle Date



1

EXPIRATION: March 1'980
Office for Program DevelopmentE

MONTGOMERY COUNTY PUBLIC SCHOOLS
Rockville, Maryland

NOTEWORTHY PROGRAM DESCRIPTION

INSTRUCTIONS: This form is to be completed by, designated planners within
oplanniry process: Refer to the1g79.80 Guidebook for explanation and direct'

Planning Process Reference: Step 3

he time frame established by the ,ipproved cumpichirrisive
egarding each planning step.

School /Of fice! Depdr t mvnti Di visi On Unit

A SCHOOL
Area_

18

1. Program Na'hie

2. .Topic.,and Category

3. Program Focus

4 Date Program Began
lit
5. Gee Levels)

. r
6. Cuntact Person

I7 Teflphune Number

4. Malor Pr 991 an Objectives
(Set'udent:Client Peer forinance Objectives)

.Math Opportunities For All

Program - Math

Improve Math Skills and Appreciation

Sept. 1975

7-8-9
(Month, Veal)

Modine Gutih

Dpvelop, supply, organize and staff a math lab
for use by students for

. individualized skills instruction

. extended enrichment activities
awareness of career opportunities
sOtes and other activities involving

math skills

`I Chat dcwristics, students,chents
ser,e(t oiograni

- - _

lie n ,345-t;i1, April I919

All Students

2 .) e



10. Procedures/instrunients used
01ridentity students/clients . .

.

.
.0, ..

All. students have access. -

Self-selection, teacher referrals,
Parental request .

,.

.

it Description of, program activities
fpr students/clients

/11

1-2. Time (in hours) student/client
participates in program weekly

13. Programlerpth (term during
thethe school year I .

Self-instructed activities
tutorals
group activities/demonstrations.

_

.

,

...

.

Varies - minimum of one period a week

...,..r.

.

entire school y

111. Staffing -.
..

15. Studentteacher ratio (it applicable)

Aide assigned to l b fill - time /teachers assigned
IRA period to lab,-
Parent volunteers - assigned to lab 3 days a week.

.

Varies

16. Special,featu'res/comments

.

,

Texts, materials and other resources in lab
. are clearly referenced to Math Curriculum

\.
Planner (Signature)

v. 9). t-C._. ,./2.---/E,C-ti 1

-Title ,...2

-1.."1.4.--11.-C-t..--

Date

:5-- Sr' '7 7.

. f FOR SUPERVISOR'S USE
Cumments: (InclUde indication of quality): ,if .

,;
,...e.-e- t -,-._, ..---.4.---/-1-4- -1-'/. -----7--7-t--tt /e------- ---(?--et-- t -' --ft ..- I. "--, Z 7:--,e/It-- .

< r -rel. - t. i /1. ,,, ,,, , _, , LAait- ---i- a. // 1 it't
e/iL e4- e/t--- /e--ete, -/2 et -u. --17 76 --e-c." ......t .:,...-. --et ...--4-''

..,e/A 4. 4... e c' 7. - --' IL/ t t %..7..27.et -pc-- .ct.--4...- -yr tsx--71._ ... .- . z,;/-41 .C..... .e.,or...-1 /e9 4' 1.7...4..

,/2 e 1.41-44-C t c ,,r- . .1, .t 4,,,,,,---.L.4..,....c_z_,,,L../ ...."..-;ci ,r-/......z ... __..-e--,..c. 1... L. i-c-c <. Cc_ e A ,...., ... L .L. l
A.,Alv .---e-e--1-1--/-77, -3 -7 ?

Slynaturi Title Date

2 :
Area Director Educational. Services



EXPIRAT1014: March 1980

EINISIVE
Office for Program Development

MONTGOMERY COUNTY PUBLIC SCHOOLS.
Rockville, Maryland

NEEDS TO ASSESS ,

.

piNs I RUCTIONS: This loon e. iii he i ompleted by designated planners within the bone 11;11111. established try the apoorliverl i imipielielavi:
planning process. Refer' to the MP) HO Guideboolk for explanation and directions legal dioro each planning .tept, .

Planning P1111 i.5:flefelt.lice: Stela 4.6- _..... .. _,---0--

School / Office /Department /Division /Unit A SCHOOL Atea
. 18

List each identified need for which you-ale considering program or administrative changes. This,in'cludes needs with cutlet 'Rico ive or
negative differences between what is" and what should be," i.e., performance expectations which may result in additions to the program
Or dominations of current activities. For each needs statement, list source(s) of- information showing an indication of need and an
apptved purpose. On Side 2 describe the method by which you plan to assess the needs. Use additional sheets as necessary to desciihe
411 needs.

rreiiminary
A- t Needs Ninth grade studentsscored

Statement ITBS, but scored
.

Indication of need: ITBS, Subtest - Vocabulary

'Approved purposes. Program of Studies/Maryland
....

Need considered for: (check one)

at,

X

below grade
grade level on the

1975-76, 1977
.

Accountability

Increased empliasi's

level.in
same

the vocabulary subtest on the

subtest in grade 7 -
-78

.

Program/Goals of Education'

Reduced emphasis

Preliminary
B Needs .

Responses. o area
Statement etc.; mean that

-,.

Indication of need: overtime records,

0
Approved purposes: There is no Board

budget and staff 'time
Need considered for: (check one)

and
overtime

staff

policy

X

central office
costs increase

concerns

related to this,suggests that this
Increased emphasis

requests for data, information, reports,
or other things don't iet done.

however, efficient management ofis an unsatisfactory situation.
Reduced emphasis , -

Preliminkry Numerous grade level
C Needs as they should beStatement.

Indication of need:
Staff evaluation

Approved purposes: School Policy/Procedure

Need considered for: (check one)

alit meetings are

Book

.

Increased emphasis

not -seen as effectiVe and efficient

Reduced emphasis

Preliminary Emphasis on Math over
D . Needs use of volunteers

Statement
excited about math;

Indication of need: test scores, other

Program of Studies/GoalsApproved purposes:

Need considered for:, (check one)

has

P

the past 3 years
proved effective;

now is the time to

concerns cited by

of Education

Increased emphasis

in

address
parents/staff

X

terms ofstaffing, materials and
test scores are up; students are

other priorities. ...

Reduced emphasis

Preliminary Parent involvement
E Needs this year.

'Statement
1 -.. . .

Indication of need: PTSA''member ship .records

Approved purposes: BOE policy - Regulation

Need considered for: (check one)

in

X

PTSA has gone from

270-10,

Increased emphasis

a high of 60% in 1976 to 25% .

-..

N.

educ ed hiL emphasis

MC'S Form 345-52, April 1979 41



Pretimmary
Only 50% of the parents contacted came in for individual conferences lastvc,ir

Needs I

Statement as c/ompared to an average of approximately 907.-(whit should be) for 1-1w

2 previous: year.

Indiciitliin of need
Secretary's record

Approved pm-poses:ROE policy 355-4', Goals of Education

.

' \
Need considered for (check one) Increased emphasiS, Reduced emphasis

Preliminary
G Needs

Statement

Indication of need:

The amdtint of food wasted in the cafeteria seems to be higher than normal
this year and should be reduced.

Lunchroom monitors

Approved purposes BOE policy 240-2

Need considered for. (check one) Increased emphasis Reduced emphasis
Preliminary

H Needs

St atemerf-
-

Indication of need:

Homework assignments are not being COmpleed properly and on time by far
too many students. .

Discussions at faculty meetings
1

Approved purposes: BOE policy 301 -3

Need considered for: (check one f Increased emphasis Reduced emphasis

Proposed method of assessing needs

Our planning team has divided into subcommittees to investigate each need. Aft
After data is collected, we will compare notes and summarize this data. .11,
Both the faculty and PTA executive committee will be asked to rank each'need
and add comments. -The planning team will then look at the ranking and develop
a prioritized list and Select those needs we wish to pursue. Two teachers
and myself will then write the objectives.

.

Planner (Signa re)

--_-_-- ---e-- t. Le-,
I

Ccfinrnents

-/
Signatuie/ rue

A. I e 4_. ,Qt Itt11-1"1-4-;(2. /.1 Ze-t<--.;ef,,

Title Ddte.

I4-1.2et--e
FOR SUPERVISOR'S USEi .. ,

r i 1 c:/(.2.1 ( 11 /2 .2-e---,-,-,4-, ,.i. , ,-,, t-e 1. . .- -7-,-- -4.

-c 12- se, ,,X /-e.: /4-- - <=--. 2- G'.., --- 'k,' L% et' -"LS .; 1.-r. --).'-c All

-(-/ -c--e---e. -a-- I ( e.:-,4_121 ,(,.e',/,',.."- )
\

Area Director Educational Services A(V7 9
oats , i

,21i- r_c6e

4/9/?



EXPIRATION: March 1980

Office for Program Development
MONTGOMERY COUNTY PUBLIC SCHOOLS

Rockville, Maryland
INDICATION'OF NEED

STRUCTIONS. This limn is in be /iropleted by designated planners within the time IL.une established by the appiovecl
4

arming prof ess. Refer iu the 19/9 80 Gliitlebook for el(pLination and directions regarding each planning step.

Plailnitig Prim ess Reference: Steps 6.10

School/Of f ire/Dr partment/Divii.ion/Unit
A SCHOOL

Need consider.ed for: (chi& one) e9 Increased emphasis Reduced emphasis

Statement of need Ninth grade students scored five months below grade level on PRIORITY

the vocabulary subtest of the ITBS, but scored at grade level on 0 11eNo. of
5

same subtest as seventh graders.

4

r
T pic
Sch. Com.

Category

Objectives with standards

(1) Identify, then acquire and/or develop supplemental materials for
vocabulary development for grades 8 & 9. Sufficient materials should be available
in the school's reading lab; so that neither students nor teachers will have to
wait more than a week to receive an item.

(2) Each teacher will prepare a list of vocabulary words for hits/her course(S).
Eighty percent of the students should be able to demonstrate on teacher math,
instruments that they know eighty percent of the words.

(3) Generally provide sufficient instruction in vocabulary development so that
ninth grade students score at or above grade level on this particular subtest of
the ITBS.

Approved purpose(s) or rationale

MCPS Goals of Education
MCPS Grogram of Studies
Maryland Accountability Program

Estimated savings (to be completed only for needs addressing reductions or eliminations.)

a. Number of persoirdays: professio/ial ; .supporting services

b Other :

MCPS Form 34563, April 1919 21a.



Summary of needs assitsment data

(1) Iowa Tests of Basic Skills
Vocabtlary A Ubtest

Irs

1----
i 1975-76 1977-78 Norm

7th Graders 7.6 7.7 7.6
L 9th Graders 8.9 8.7 r3

(2) The school's reading lab has only two books and 1 kit on vocabulary deVelopmenr
for student's use. None of these materials h e beenchecked out more thrt once
a semester in the last three years.

(3) Outside of Language Arts Teachers, only one teacher has any comrercial materials
for vocabulary development.

(4) Seventy-five percent of the teaching staff indicated through.a survey that very
little time was now'being spent on vocabulary devc;lopment and more should be
spent.

01.4

45) Ninety percent of the teaching staff felt that compiling vocabulary lists for
their courses would benefit their instructional capability and students.

Planner (Siginature)

. .

/.

Comments:

I
Title //7'

-7.4_Z-74-e7
FOitSUPERVISOR'S USE

-1.1

,e-e a-----C- et-- _c- ---_ <- .4... re' (7,:. ,,...4 fte.

KL J---a--.4' .4- ,e- c -I ..Z .7 --iiie- V cc'

Date

Signature

;

Area Director Educational Services

Title , Date



Office for Program Development
MONTGOMERY COUNTY PUBLIC SCHOOLS`

Rockville, IVIrqylAmizq

EXPITIATION-FMtifth-1980

INDICATION OF Ni ill

STRUCTIONS: This form is to be cbinpleted by designated planners 'within the time !mine established by the appluvedini;;;Iii!n..ave
_

4111,
.
anning piiiCeSs. Refer to the 19./9.80 .Goidebook for explanation and directions regal thin; each planning step.

Planning Process Reference: Steps 6.10

School/Of f ice/ Dena tment/Diirisibn/Unit
A SCHOOL

Need considered for: (check one) Li Increased emphasis Reduced emphasis

Statement of need, Responses to "outside" requests necessitating clerical
support have meant overtime costs or "inside" requests
not being met.

PRIORITY

No.. 2 of 5

Topic
Act. Org.

datefflrgy.

Objectives with standards

1". Eliminate all clerical overtime.
2. Maintain routine off.ice functions satisfactorily, as judged jointly ty the

principal and his secretary.
3. Meet at least 60 % of staff requests for typing assistance as indicated by

log of requests for clerical help.
4. Respond to all area aria central office requests for information, which are

required, within the allotted timeframe.

4,

Approved purpose(s) or rationale

Job Descriptions
Efficient 'management of '.budget and staff time suggests that this is presently,
unsatisfactory situation. Af'

Estimated savings (to be completed only for needs addressing reductions or ehipinations.)
a. Number of person days: professional supporting services

b. Other:

1

MCPS Form 345-53, April 1979 tze



Somme,* of needs assessment data

1. $865. in overtime expenses to 4ate this year.
'2. Eighty percent of the total building .staff felt this was a problem when surveyed.
3. All of the clerical and administrative staff felt this was a very 'serious

problem in the same survey.
4. Secretary's file of 37 reports for perisons outside the building that have not

been completed on schedule to date this year.
'5. Frustration of clerical and secretarial staff indicated by turnover of 3 clerks

in the last year.,
6. A file of written complaints and notes of 'Verbal complaints about requests not

being typed inn a timely fashion.

O

Planner (Slature)
mil) ,

Title , Date

..--1-41-1--'-tr - LC./ -4.--1-4. t/ ---7,4,4.--yt--e-79et-e. 6/ :::.//-7'
FOR SUPERVISOR'S USE .

Comments: ,;;/:,e-- , 7(../ -0., , ---- 1/1-. - ' C "; '' 'I' L C I. et t. , ./..2 7 e--14-/c, g......' ..c.' -,c' ,/..e.e - e-ri: fi ,-,.. ..,

..ki .- 2.....e-i . ? -, 4._,-.. .----r--A..-e---t , ' -714-7.:-... k - ?.e_.......c.,..e vi ?` , e.- -t- ,,z y ei-z-eigh
C-.. 71 / i ..... /-.L. 14 .-e- .-<-:_-,;,--,..-' ...-..?4,--,,,,,-;(... ..--- - _e....... 7C-,t.... --C__A-7 -7 ....- 4-1.(t_...,...,___Cta 111111.

0 , -2 -e . e.,./- e 4 --r 0 .-e4e. ..-e/-, c r e-Zer -.c-1 . 4_,,__..,e_ , . ...- i
_.,, , d a zt, -3 L..1.2A;( .,ti,z Area Director Educational Services

Signature Title. Date 7/,/,
219 l /



EXPIRATION: March 1980
,....,

mi Office for Program DevelopmentIricrelYE MONTGOMERY COUNTY PUBLIC SCHO.S
Rockville, Maryland .,

.

CONSOLIDATING OBJECTIVE .

INSTRUCTIONS: This form is to be completed by designated planners within thelinie frathe established by the approved comprehensive
planning prsocess. Refer to the '1979-80 Guidebook for explanation and directions regarding each planningstep.

..
Planning Process Reference: Step 11

Office/Department
A OFFICE

Area
18

Consolidating Objective: Attention will be given to reading and language arts
programs/instructi t.. so that students .at selected*,
school's will co114%eively score at or above grade le.vel
(by 1981) on those portions of the standardized tests.

PRIORITY'

No. 2 of_6_
Tgpic
Program.

Ca tegoi y
Reading/LA

List the name of each unit which.has needs addressed by this consolidating objective and the priority assigned to each need. Attach
corresponding MCPS Forms 345.53 which were completed by the units for those needs.

.

Unit Name Priority Assigned

A 'School , 1

. .
The School

A School II . 2

B School .
3

.

C Junior High 2

Another School 3

Still Another School 4

,

.

d

. /

EICheck here if additional u its with need priorities are listed on the reverse side.
Pfaiiner gnature)

' /
.. _ _ _. ) it'. e--/..-,,r_.- ....I. )1, t. /./.11.4c (1.

Title ' -' ..,), -

Area 'Dir. for .Ed. Services
Date

9-13-79

r e fit_

( ,r'( "( 4. if/

-/-1114.

114CPS r01111 345.54, April 1979

FOR SUPERVISOR'S USE

-Ar :et

C
ice?'..

Deputy Superintendent 9-20-79

Title Date

22o



t A PI HA I I UN : marcn laau

Off icelorProgram-Development .

MONTGOMERY COUNTY PUBLIC SCHOOLS
Rockville, Maryland

INDICATION OF NEED

INSTRUCTIONS: This form is to be completed by designated planners within the time frame established by r6e approved comprehensive
mning process. Refer to the 1979.80 Guidebook' for explanation and directions regarding each planning step.

Planning Prucess Reference: Steps 6.10

School/Off ice/Department/Division/Unit

A School
Area
18

Need considered for: (cheek ohe) uu1-1 Increased mph EJ Reduced emplitisis

Statement of need Ninth grade students scored ive months below grade level on'
the vocabulary, subtest of he ITBS, but scored, at grade level
on the same subtest as s enth graders.

PRIORITY

No. 1 of S

ST%P.i,cComChsr,

Category

Objectives with standards

(1) Identify, then acquire and/or develop suppittlental materials for
vocabulary development for grades 8 bc.9; Sufficient materials should be available
in the school's reading lab; so that neither students nor teachers will have to
wait more than a week to receive an item.

(2) Each teacher will piepare a list of vocabulary words for hls/her cobrses(s).
Eighty percent of,the,students should be able to demonstrate on teacher made
Instrucments that,they'know eighty percent of the words.

t

III (3)

Generally provide sufficient,instruction in-vocabularydevelopmeint so that
ninth grade students score atoraboveegrade level on this particular subtest of
the ITBS.

Approved purpose(s) or rationale
MCPS Gohls of Education
MCPS Program of Studies
Maryland Accountability Program

11111)timated savings (to be completed only for needs addressing reductions or eliminations.)

a. Number of person days: professional supporting services

b. Other:

MCPS Form345-53. April 1979



-Summary-of neadrassaumenrdata---

(1) Iowa Tests of Basic Skills
Vocabulary Subtext

1175-76 1977-78 Norm

.

7HOGraders
9th Graders

7.6
8.9

. 7.7
8.7

7.§
9.3

Y('

(2) The school's reading lab hall only two hO4ks
for student's use. NoneiOithese materials
a semester in the lase41iM years

(3) Outside of LanguageArts Tachers,only one
for vocabulary development,

0.

j.

'N ..

and 1 kit:.*.vocabulary development
have been it out more than once

teacher has any commercial materials
. _

(4) Seventy-five percent of the teaching staff indicated through a survey that very
little time was now being spent on vocabulary development and more should be
spent.

`'(5) Ninety percent of the teachihg staff felt that compiling vocabulary lists for
their courses would benefit their insturctional capability and students.

a

Kanner` (Signature

4,rt.ec9
Title

Principal
Date

6/29/79

Comments: 41
(L.

/ FOR. SUPERVISOR'S USE
A-e,t /ei At. ,a-e

4t

Signa

Area

/
1.1.e-eC

Director for Ed. Services 7/16/79

Title Date
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t
EXPIRATION: DRAFT (4/23/791

111-1 -.
Office for Program Developmetit

4.0.41.4
=

f" '' c MONTGOMERY COUNTY PUBLIC SCHOOLS
-v.- 4- 4,-v.'-:-. a ...== = Rockville, Maryland

-

' ACTION PLAN.
-

1101STRUCTIONS: This form is to! e yomPleted by designated planners within the time frame established by the approved comprehensive
tplartning,prkfess Refer to the 197 !BO Guidebook for explanation and directions regarding each -planrling step.

.
iPlanning Prpcess Reference:, Steps 12-19

School/Office/Department ivision/Unit
A School 1:- 4

Area

18
. ' .

Plan Name . ..

Improvement of 9th grade ITBS scores on vocabulary subtest

Priori y No.
1

Plan Overview ' ,,.

1

-,'School-wide effort, on vocabulary enrichment to improve
-,All subject.areas except D.E. will be involved. 'Reeding
necessary materials and work together with staff to
subject area will develop vocabulary lists and include-in

,

.

.
"".

.

Projected Start Date-

scores on ITBS.
specialists will supply

help with implementation. Each
regular. lessons.

..

.

attached? 0 Yes No

9 / 79
Mo. /Yr.

.

Is inservice training required? Yes al No If yes. is the in-service plan

Expected Resufts (Attach MCPS Form 345-53. List 'objective numbers and restate those objectives that have been revts
-,..

. .

See Form 345-53 (enclosed)

.

.

Impact on staff and community (Include how'the commitment of staff and community was determined.)

Both staff and school community decided that there should be a concentrated effort to
improve test scores in the vocabulary subtest. Results .stowed 7th grade scores were at
grade level and 9th grade scores for some students were below grade level,. Since the
school has enjoyed a favorable reputation in the past, the staff and community are
'determined to maintain .a .posit ve feeling. Teachers, reading specialists, and parents
indicated they would be willing support prOgram through classroom'instruction, and
at ,home. .

.

Commitment (Circle one High = 1, LoW :,- 5): Staff 1 0 3 4 5 Community ei 2 3 , 4 5

Enter the lob title for each type responsibility byobjective.

Responsibility Objectives
'3 41 yr

Primary !linen Tparh_ Appleby Tparh App 1 phy..

4 Connell Teachers/RdgTea ersImplementation Tea chers.ti SPacialtar.
. -s

Other. (Specify):
.

3

MCPS Form 345-55A, April 1979

223



-Description and Number
Fiscal Year

III Resources FY 81 FY 82

IV. Other
A. Travel (and fees)

1. Local

B.

2. Out-of7-State

3. Fees
Utilities
1. Telephone (installa-

tion, operation)

2. Other

C. 'ixed Charges
1. Insurance

D. Grants

E. Other

V. Furniture

!!! Equipment C

VII. Transportation (Pupil)

III. Food Service

IX. Maintenance

X. Facilities

.1111ftek

In House Transfer

Possible request, for
--FiElf-instructicTquiriment

Renovate storage room 106

Expianation,of Reallocations? Include- major items which should be noted by,your supervisor.
(Indcate'bROman numberals and leitets for keferences.)

2A



Substitute for. Original Page Two (Action Plan,.

_

Possibilities of nonlocal lunding Lxpiain potential :ounces, plooasilit4 of success in acquir
ing external funding, etc.)

None explored (although RIF - Reading Is Fundamental was mentioned for
future iuvestlgation)

______ ....... _

.Indicate the resources required by this plan to meet the object.ftcs. Be as specific cul po!;:..iblc
Also, At6ek () those items which will require reallocations of existing funds and-explain belou

,

.Resonces

I. Salaries and Wages
A. Certificated Staff

,

B. Supporting Services
Staff

pescription and Number
Fisedl Year

FY 81

C. Other (i.e., Substitutes,
Per Diem Days. Clerical) Per Diem Days. .Reading

II. Cont_ractural Services
Consultants

B. Advertising

C. Rental Costs.

D. Other

III. Supplies and, Materials
A. instructional

B. Office

10 Days
Sp.

FY .82

Same

Variety of supplemental for Same, except $500

-Objective 1 - approx. $1,000

Explanation of Ecallocations: Include major items which should be noted by your supervisor.
()Indicate by Roman nthierals and letters for references.).

III A the media center will. contribute $400 from allocations
the reading specialist will contribute $300 from allocations
the classroom teachers will contribute .$300 from allocations

2.6
.



d
rapt, J

Advantages

,ANALYSIS OF THE PLAN

1. Studerits will see how important tests are
by emphasis on school-wide impreiTement
program.

2. Schoo11111 develop library of material
in vocaby: enrichment.

3. Greater communication among teachers,
readihg specialists, administration as a
result of4the program.

4. Participa, on of total staff in one
particula rogram.

5. It enric t wereneeded in another area,
this progr m could be used as example.

6. Implement ion is possible with existing
stuff - no eed to hire new personnel.
n olvement f community in planning
ch21 profr; ms.

8. 'I% mto
Ar

arent volunteers.4
9. M eting me minimal.
10. 4.10 to eyelop rather than buy com-

erlrai pr ram
- 4

I

it

Disadvantages

1. Emphasis on improvement of
could detract from regular
activities.

2. Studen%may receive
and lose interest.

3. Results may not live up to
4. May lose opportunity to do

creative activities in classroom.
5.Time for planning and implementation

might not be sufficient.

test scores
classroom

"over-instruction"

expectations.
"other"

Other Coniments.
.

If the advantages outweigh thedieedvantages in praCtice, it will. be a good
and beneficial program for our students. We certainly have the commitment

of the .staff and community to make it work. The decision to work'with what
die have and develop Ourown materials and purchasing only what is essentiaA
will keep., the cost of the program down.



Pace 4
:s

Scheduling Milestones for Objective No(s) FY . List maior events or activities necessity to achieve the
objectives; indicate projected event completion dates? and list job titles of persons responsible. Using copies of this page, complete
and attach one page for each objective.

. Milestones/Events A
Months"

0 N D F A M Responsibilities"

1.1. Meet with,tenchers, reading
specialists, parents to
discuss program /

. .. ..

_

.

1-McGraw - Prin
2 " "

2. Review. materials in reading
lab. '

.

. .
.

. . .
.

1-Rdg, Spec. Connell
2- .r

.

Determine if new materials
must be acquired and/or
developed.

.

. 0.....,41 . % .. ..
1-Rdg. SpecConnell
Teacher/Appleby

2- Rdg. Spec.

Acquire and/or develop materials.
.

according to teachers and
students needs/requests.

.

0 '151

1-Rd Connell
Teach."" Appleby

2- " i
.r

Reading lab. to set up
schedule for requests from'

.

teachers and students

Ar
.

" CL-hwiS
. .

_____

. .

1-Rdg..Spec. Connell
2- "

Meet with teachers involved,
reading specialists for..
progress reports

.

1-McGraw - Prin.
2- "

7. Reading lab has developed a
form for requests

.

q

. . . .

,

. . .

.

,

r
.

8.

v

I

...

. .
. " . . . .

, ,

Show start date as "0" and end date as ",`". **Show responsibility by job title and ( )=Primary (2)=Implementation
'X' show meetings code as follows: (1)=Other, (Specify)

Planner (Signature ..i. d .//...gedti
Titl:r

Princi.al
Date

/,:9 / (I 7
1 FOR SUPERVISOR'S USE .

Comments e(ui,,e 4/1_4.4_, ,,,,..,,,j,..,7,..,L, et__ A.7_ t-4 c__.vw../ .1....d.e ir
c/Le iL eivn: 144- 7 /-2..e.A.c..1.,c-/a-.4.... 41-71...e.- r2 1...e......c, ,.... et:- k C,......, ,..._

/1..)2 G.- eZ 4-.44 1,e.-{,47_4,--ve.d C.07.4-.Z.Z.- ,e,.....e._ -.11 c---t-r-eriA-e-,..e_ -c. -PC., 24:4--k--, I
-i '-u-e--.-.± ofX Z----4-4- - , ,- - !

,
4

. . Area Dir. for Ed. Services .741&//479
Signature Title ate



Pane 4 b -- .
Scheduling Milestones for Objective No.(s) FY 79 80 List major events or activities necessary to achiev. e the
objectives; indicate projected event completion dates? and list job titles et persons responsible..Using copies of Mk page, comploo
and attach one page for each objective.

Milestones/Events
.:,, kik

Months*
O N D J FM AM J Res mlisibilities

1. Preparation of vocabulary
lists by subject area 41

1 - Teacher/Appleby
2- Teacher/Rdg. .

Spec.()

_iv,'

Collect lists rhom each
subject area. ...

'

(:)--&

.

.

1- Admin (McBain)
2- tt

.

Develop quizzes, tests, -or
measures of assessment

.

1- Appleby/Connell
2- i "

....

Periodic Assessment of
Students on vocabulary . . G-X-4--A ' -- :.-

1- Teacher (Appleb
Teacher/Rdg. Sp;

Aide

Final evaluation of all words
on vocabulary lists.

.

.

1- Teacher (Appleby)
2- Teacher

6. dollect quizzes /tests .and

. . 0 6 " 1- Admin. (McGraw}
2- "results

7. Record results to determine
if 806 of students knew 80%
of words

A

. .

1- Rdg. Spec/Connell
2- "

- ,
. . . . .

SWw staridatq as "0" andenfl date as "z", * *Show responsibility by job title and ( )= Primary (2)=Implementation
-wilt . tvathationt X - meetings) code as follows: (3)=Other, (Specify)

Planner (Signature).-----, /
4.)/ - 4.---1...-1 '4_' '1-.-./ l'.-t t,'

Title

Principal

Date
10-19-79

i7 OR SUPERVISOR'S USE
Comments --! r .4 elli -4-, 21.C-4-ft r' re t , & c:A4 d ) 7/A-AZ6 ec.4.-t-g.. -,

e-'; c(fil:,/1-1-t. --7 CI- 0 - -e e../ . J....-- / A i -A- Z(.2 , iZ -(4-- r . ,,,..d. ,,...., /,, r/-7 / ,
, tt-L: t. 4----e...L-C__ s.l t. L2-4- -ela.. . iii:C...t/

11!_il,-- ,.--e..c.,_,_e) , i f ( --e_ --t-c: el- -- C; ""`-tt ot . .2- ,-e,t/e.' ...< - ..e.-0 A.,- ,,, / ,--t
, tr-;k 4 .,_. 41 " 1'./ /

..1 A. c . t Ar J, c . / c , , (.._

Lel_ -,.. c ..e44,_ 1:-/,L',,. ..,
i l ' ' ) . .!-0 i i

AreaDir. for Ed..SerVices
AS "/

Signature Date .
z Title i' -.



\

4C

Scheduling Milestones for Objective No.(s) 3 FY 79/80 List major events or activities necessary to achitWe, the
responsiting copies prim.. page, completeand list job titres of-Personsobjectives: Indicate projected event completion dates?

and at JO one page for each objective.
..

Milettonsi/Evenn ___ J A S

Months'
0 N 0 J 1;,,, M A M .1

_

Responsibilities"

. ther data on how vocabulary
enrichment .is incorporated
'into classes .

,

----Z
.

.
1.

1 - Admin/ Rdg. Spec
McGraw/Connell

2= Rdg, Spec:
,

2. Observe classes on days when
vocabulary. et)31,etilfent .is part
of lesson.

. . 1 Admin/t4CCraw
2- Admin. /Rdg. Spec

Meet with reading specialists,
teachers to discuss , ITBS test
procedures.'

.

- . . .

fag. Popec. (eonne
1- Admin. - (McGraw)
2- "

.

4. Meet with reading specialists
teachers. to discuss results of
test score's. .. . O

..
""

..

" . . -

1- .1 - Admin- (McGraw
2- _

II
.

Evaluate effectiveness. of
program

. .
.

.......'
. GS

Distribute results to area.
office, supervisors, parents,
teachers., etc..

. .

,

. .. . . 46

rl.

1- Admin. (McGra0
2- Rdg. Spec.

7.

. - -

8. 1

.. . . . .

...

. Show start date as "0" and end date as "A ". "Show responsibility by job title and ( )=Primary (2)=ImplementatiOn'X'- Meetings -- Cont. Evaluation code as.follows: (3)=Other, (Specify)

Planner (gigi:tOure) .
..))

`, , ':"'. Lc_..-/ ' 2.d cc
Title Principal Date 10-19-79

4../ 7 FOR SUPERVISOR'S USE .

,Comments .,.... , . .1 ./2
( Ns* ..* ( k , ( lti (4_ et- /k If_ ,r/e / r.., 7? 6 r .1 , et. N ( ' ;/- t ..= / t. ' '1

,
rri

d' ' ( 42 L /et ne. .1 'SA) C:. ./.: 1.. 7&- C ( / i...0 I ) 1 4 , .1 ( / ,,re ,.., 4 At '' , ,,.

(171/ ' : ) -..c --1. .'v ,...1 c L. , ,....,_ . 4.....4.___ el '_ et -h....et ,I -),( - I' ,' C ic /4 ,a, it.:,- , i ... , r , :
f i It e'( / ,-(__ .1- ,i. ---,t-:-(--z-' _,._.. 't- %-ef'-/`// ...0 Ki ,,_., ,'-..-i , ,,y / . ,.,

...( _ _ , , , . e.,./

,,,
, : '. c ..c.

6: Area Dir. for Ed. Services 10-31-79.i :.; /ft_ ,-=-/ ii L //Lied/
Signature Tin, Date

21n



EXPIRATION:
,V,1 Cil ;:' !.::

Office for Program Development
IS, MONTGOMERY-COUNTY""r; 4/;! #LAN, PUEILtC SCHOOLS

... - am :.1 . :-. Rockville, Maryland
-ACTION

ACTIVITIES FOR REDUCTION

INSTRUCTIONS: This form is to be completed by designated planners within the time frame establishedby the approved comprehensive
arming process. Refer to the 197990 Guidebook for explanation and directions regarding each planning step. Attach Form 345.53

far the related need. lePlanning Process Reference: Steps 12.19

School/Office/Department/Division/Unit

A School

Area

18
Activity or Program Name:

Improve Math Skills

Type of Funding: X MCPS. II MSDE . Federal Other (Explain): .

Why is this activity selected for reduction or elimination? (Check's!l that apply.)

.

to maintain program; too much
areas. Perhaps funds originally
areas where there is a need.

new Language Arts Program.

.

..

4

1

ti The progratn has met its objectives and is ready for termination.

the original need no longer exists. .

PEOther programs have assumed these responsibilities.

reiTha relative priority or importance of this activity has shifted.

nOther, (Specify)

Explain or comment as appropriate.

Too expensive in terms of both time and money
emphasis on math program and not enough in other
used in math can be reallocated for use in other

i Also,parent volunteers in math Can be used in

4

.., .

..

4.4.

....

..

MCPS Form 345-55B, April 1979

230



Overview of the plan for reduction or elimination. (How will it be accomplished?)

Diffpursa materlitiTor-wathtWAChers tfnw*de .

Use the volunteeers and aides in other subject areas
Move math lab to another area, if possible and use space for current program
Math lab will continue to be staffed by two professional staff members and one aide.
The volunteer parents will be assigned to work in math, classes where students have been
placed upon completion of math lab experience.The math teachers will assist in monitoring
basic math materials to insure an adequate supply.

Expected results. (Attach Form 341.1.53. list the objective numbers and restate any that have been revised. Explain the expected impact
ot.the reduction or elimination on students/clients.)

.N..,

We didn't fill out form for this because it was not one of our top priorities.
We want to continue the enthusiasm for our math program, but not at the expense
of other areas.' Students will continue to share gains in math skills as demonstrated
on ITBS subtest through limited use of math lab and more classroom support by aides and
volunteers. Parents will be notified that students may at any time be rescheduled into
the math lab should that become necessary. But. the major exphasis will be on improved
classroom support.

Expected impact on staff and community of the reduction or elimination. (Indicate the level of commitment to the program or
activity and describe how this was determined.)

Staff Recently, there has been less of a need for extra planning in math. Staff and

\ department to other areas. We will continue to use our parent volunteers'in:
community agree that we should rechannel our successful efforts from math 1

other subject areas. Math will become less visible but this will enable
c other programs to be noted.

The decision to diminish the Math Lab services was, reached ih a staff meeting where
classroom teachers expressed the concern that they have students in serious need
remediation and the Math Lab cannot provide instruction for all such students.Commuruty
more classroom support is needed in addition to the Math Lab.
Parents have some concern about diminishing such an effective program. However,
learning of the plan to increase classroom support has dispelled many anxieties.
about the remedial math services available at A School.

CJrnmitment (Circle. one. High-' 1, Low=5): staff: 1 (2) 3 4 5 ; Community: 1 2 f,3 4 5........._____ ..,..
PlailnerrqSconature)

,
Irate Date

Z. ....1," ',.. 'I IC C.. - .?il c I Principal ,10 -19 -79

FOR SUPERVISOR'S usg..)/ .: 6 ... --,. c , /,..Comitients.:,.. L i A. .,) i ...,' 1... G. . Lt'j.... et 't. C A ',,1 r--"c,,e,--."4-4- - 7 1.-/t ( l?. ;. ."t. C..' , t`. /-

of

, /- frit (C-4 tr If-AY .2,. z c 4-- _3ZI, 3 4/t :A ".
/. t ( C - 11 4 . 1 - ) 7.1 --/ )7( u": ' (

c 1

P,z)
Area Dir. Ed, Services 10-31-79ILL.S .

SIloature Title Date

-I it
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Office for Program Development
MONTGOMERY COUNTY PUBLIC SCHOOLS

Rockville, Maryland

EXPIRATION:. DRAFT (4/23/79)

STATUS REPORT

NSTRUGTIONS: This form is to be completed by designated planners within the time frame established by the approved comprehensiver
planning propess. Refer to the 1979-80 Guidebook for explanation and directions regarding each planning step. This report is required
quarterly. It, may be issued more frequently if desired by the planner or the supervisor.

Planning Process Reference: Step 20

School/Off ice/Department/Division/Unit
A School

Area

18
Plan Name.

Improvement of 9th grade ITBS scores on vocabulary subtest

Indicite the status of the plan by checking the appropriate statement and describing any problems that have arisen.

No Problems. All activities within the plan are proceeding on schedule.'

EiMinor Problems Delays have occurred in reaching milestone(s), but the Objective No. Milestone(s)
objective is expected to be accomplished in the planned time frame. Objective No, Milestone(s)

Major Problems. Serious or protracted delays have occurred that threaten Objectiv No.Milestone(s)
accomplishment of the objective within the s,sheduted time. Explain how Objecti No,;Milestone(s)
muc delay is expected.

L
Problemc; actions,' and comments:

So far, so good, however, we've just started. Teachers and students seem
receptive to the program. ,

Planner (Signature)
--1,.., c p ...,...,

comments:
You might want to start.keeping an .up-to-date journal of activities in case

AI you need to do this another year.

kce

(
Title

Principal

FOR SUPERVISOR'S USE

Date: Sept. 26.1980
For: (Circle) 01)02,03.0*

or
Other:

I( //-11
stymnum

Area Toir, for Ed, Services
Title

Oct.. 4. 19801

MCPS Form 34b.56, April 1979 2
1 le



EXPIRATION( DRAFT (4/23/79
, ; ,.

Office for. Program Development
MONTGOMERY COUNTY PUBLIC SCHOOLS

Rockville', Maryland
STATUS REPORT

MiSTRUCTIONS: This form is to be completed by designated planners within the time frame established by the approved comprehensive
MI/arming process. Refer to the 1979-80 Guidebook for explanation and directions regarding each planning step. This report is required

qUarterly. It may be issued mere frequently if desired by the. planner or the supervisor.
I

.

Planning Process Reference: Step 20

School/Office/Department/Division/Unit - ,

A School ,

Area

18

Plan Name
1

Improvement of .9th grade ITBS scares on vocabulary subtest .

.Indicate the status of the plan by checking the appropriate statement and
.11... -9

No Problems. All activities within the plan are proceeding'onschedule.

describing

but the

thre.aten
how

materials
1, milestone

.

any problems that have arisen.

,

.

Objective No; 1 Milestone(s) 3
'

Minor Problems. Delays have occurred in reaching milestone(s),x
is be in the time fraMe. Objective No, 2 Milestone(s) 2.objective expected to accomplished planned

Major Problems. Serious or protracted delays have occurred that Objective No, Milestone(s)
accomplishment of the objective within the scheduled time. Explain
much delay is expected.

Problems, actions, and comments:
Reading specialists wanted to purchase more
any extra money available in the area? (obi.

IA few teachers were late in turning in vocabulary
not hamper the total program.

Objective No, Milestone4s)

than we had funds.
3)

lists,: ..however, this

i. .

.

Is there

will

,..

.

Date: Dec. 15'; 1980

For: (Circle) 01 ,0304
or

Other:

Planner (Signature) Title
Prihcipal

SUPERVISOR'S .USE
. .1-11--4- C _.-, --L1-71e/- e-, --"ja(e"(

- (...---, - t /7
" '

Area Dir. for Ed. Services IDec 17, 1:

Comments: yg
i ..,

L. 'Z. ".:-__c.'-e A _., i ? - 7.-e ..._-: .-x.

.
:_- .IV/r. )2 it i.a7,,,./.
,.- Signature/ _Title Date

MC:PS Form 345.56, April 1979
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Office for Program Devtlopment
MONTGOMERY COUNTY PUBLIC SCHOOLS

Rockville, Maryland

FXPIRATION':. DRAFT (4/23/79)

STATUS REPORT

STRUCTIONS:
anning process.

quarterly. It may

This form is to be completed by designated planners within the time frame established by the approved comprehensive
Refer to the 1979-80 Guidebook for explanation and directions regarding each planning step. This report is' required
be issued more frequently if desired by the planner or the supervisor. .,

Planning Process Reference: , Step 20'

School/Office/Department/Division/Una
A School

Plan Name

Improvement' of 9th grade ITBS Scores= On vocabulary subtest

Area
18

Indicate the'status of the plan by checking the,appropriate statement'and describing any problems that have arisen.

No Problems. All activities within the plan are proCeeding on schedule.

ElMinor Problems. Delays have occurred, in reaching milestone(s), but the Objective No, Milestone(s)'
objective is expected.to beaRcomplished in the planned time frame. Objective No, Milestoneis)

ElMajor Problems. Serious or protracted delays have occurred that threaten _Objective No. Milestone(s)
accomplishment of the objective within the scheduled time. Explain how Objective No ilestone(s)
much delay is expected.

Problemc actions, and comments:

Corrected delays during QZ - We are backon,schedule on schedule now.

4
Planner (Signature)

Comments:

Ift l:jtri
Slymnur,..7

MCPS F utm .145.56. April 1979

Title .

Principal

FOR SUPERVISOR'S USE

Date: March 20, 1981

For: (Circle) Q1,Q2 Q 04
Or

Other:

Area toir. for Ed, Servjces A2111.3,1981
Title .it''.-

2d.



.sOfficeldr Program'DeVelopment
MONTGOMERY COUNTY PUBLIC SCHOOLS

Rockville; Maryland, -

EXPIRATION: DRAFT (4/23/79)

STATUS REPORT

, STRUCSIONS: This form is to be completed.by designated planners within the time frarnaestablished by the approved comprehensive
"fanning process. Refer to the 1979-80 Guidebook for explanation'and directions regarding each planning step. This report is requiredi. 0

quarterly. It may be issued more frequently if desired by the planner or the supervisor. ,

Planning Process ReferenN: Step 20

Sc hool /Of f ice/Department/Division/Unit

A School

Plan Name

Improvement of 9th grade ITBS Scores oa .vocabulary subtept

Area

"18

Indicate the status of the plan by checking the appropriate statement and describing any problems that have ariseny-----,

ElNo Problems. All activities within the plan are 'proceeding on schedule.

E Minor Problems. Delays have occurred in reaching milestone(s); but the . Objective No
3

Milestone(s)
° objective is expeCted to be accomithed in the planned time frame. Objective No Plilestoneis)

0 Maior Problems. Serious or protracted delays have occurred that threaten 'Objective Nb, Milestonels)
accornplishment ofthe objective within the scheduled time. :Explain how Objective No Mileitone(s)
much delay is expected.

Problems, actions, and comments:

.jteading specialists were not sure if they would be .able to evaluate,the'year's.
'program by the end of the school year. They will.complete evaluation within one..
week after the end of the school year.

{1,11711ItTr ( Signature)

,,1 r. 4-%(.1

Title

Principal

Date: June 30. 198
For: (Circle) Q1,Q2,Q

Or

Other:

Cti

4 -1 /
f-/ 31.1 L L ?Li(

Signature

MCPS Form 34556, April 1979

FOR SUPERVISOR'S USE

J!1 6 frt

Area Dir. for Ed.' Services
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A

"Getting to Know the Process"

Ultipg the planning materials, participants are asked to complete the items below
providing the best poSsible answer(s) regarding the MCPS Comprehensive Planning
PrOcess. The 1979-80 .Guidebook.is the major reference paper for these questions,
although some inferences must be madeland the other papers provide.further'
enlightenMent.

For each item mark the best resFonse. In some cases more than one answer is
correct.

Example:

This paper is a

a) Test
b) Questionnaire
c) Scavenger hunt
d) Vay to acquaint one with the process
e) job application

A "need" as defined by the planning process is the same as a

"a):,., Goal t) Solution e) Plan
'b)" Program - d) Resource f) None of thesep-_

2. The Comprehensive. Planning Protess will address itself only to student
outcomes.

True False

3. The Boardof Edtcation will be encouraged to actiiqely participate in the
CoMprehensiVe Planning Process by

.

Outlining 'action plans for the staff
Identifying liaisons for each local planning team
ApprOving all priorities
ApproVing systemwide priorities
b and c
b. and. d

4. The use of the-Comprehensive Planning Process al' year will result in

a)- The Comprehensive Facilities Plan
b) An MCPS Master Plan
c) Long-range plans
d) Forecasting techniques.
e) FY 81 plans and budget requests

236



5. A planner reviews preferred pla is or her supervisor in

a) 'Step 6.
b) Stage VI

c) Stage III
d) Step 10

e) - Stage iv

6. Status reports (relatiVe to the Comprehensive Planning Process) are.
submitted to one's supervisor

.

a)." Weekly b) Quarterly 0- Monthly

7. Action plans should contain (check all that apply)

a) -Reference to approved purpose
b) Program strengths .

c) Objectives
d) Schedule of milestones
e) Advantages and disadvantages.

8. A planner should jttetIfy needs only with facts not opinions.

True False

yThe "School t Syugpary'-!..ajnd,, thev.!',8upplement to School. Information
SummarYll'COntaritallof 'the" rata elements an. MCPS principal (planner) can
present to his/her supervisor for verifying needs.

True False

10. -Previously approved.objectiVes which remain unmet can be considered needs.

True ealse .

11.,'Tis year. only, Step 4 will be done prior to Step .
True False

12. Each local planning team must include ten. members.

True. .False,

A\

13. The rationale for identifying noteworthy programs

a) To select persons eligible for stock options
b) To provide recognition for special programs
c) To build upon organiiaelonal-strengths
d) -b and c

14. It is possible to eliminate some present activities, as part of the
Comptehetsive Planning Process. 0

ti

True



15. Identify which of the items belowtepresent
be considered when planning..

"ApproVed Purposes" and should

Program of Studior-
School Informatioh-Summaries
Annual Teat Report -

Board Policies
Mission Statements
State and Federal Guidelines
MCPS Goals of Education
Digest, of Educational Statistics

Each planner participating rin. the initial,(pilot) year must do each of the
21 steps.

True . 'rFalse
, .

. .

.

17. ach planner should include in-his/heeneeas assessment 411of the possib
n eds which-have been identified.'

Tkl10
0

False

18. An "Indication of Need",forth.is to be completed for alL of
.were assessed.

:

the needs which.

19. The Comprehensive Planning ProceSS:Shoyld'eresUlt".in priorities.

a) A reduction in the number;of
b) 'Each unit having only two.
c). 200 MCPS
d) Each ,unit having 15
e) 25 systemwide

2b. -"Action Plans" should include'

,

a) Indidttion of committment
b). A lot of activity
c) Ativantagei and disadvantages
-d) Estimated costs::
e) Reference to anapproved'pqFpOse

.
.

21.. The identification of noteworthy programS'is optional for the initial year of
implementing the Comprehenbive Planning process..

'True

22. MCPS Form 345:-51-is optional f

False

the inital'Year.
-'"
False



23. /be actual topics and categories to use when classifying needs (and on the
forms) can be found in the

.a) Program 'of Studies
b) MCPS Goals of Education'.

School Information Summaries
d) Operating Budget for FY 79
e) Conceptual Overview
f) MCPS Need Assessment Process

24. Each planner has to complete which of the following forms?

"Action Plan"
MCPS Form 345-54
"Indication of Need"
"Planning Team Record"
MCPS From 945-63.1A

25. It is suggested that Step 6 be achieved in a face-to-fdce meeting.

Ii

True False

26. 'The. coordinator of systemwide planning has to approve.all'plans before they
can be presented to the Board.

True False

27. Within the Comprehensive Planning Process priority has.the same definition as
objective.

True False

28. It is possible for a needs assessment to be bised-solely.upon existing data;
i.e., not requiring, .t e gathering of additional. documentation.

True False

29. A needs assessment should always involve a questionnaire to be sent to the
.community.

e

i 111
. .

30. Only information supporting a particular need should be given on the "Indication
of Neee'form. . ..

True . False

31.- A planning team which identifies a need outside its mission or realm of
authority, should

True False

a) Notify either the FBI or Jack Anderson
b) Alert the appropriate planning unit
c) Write a letter to the editor fir the local paper
d) Start a' petition drive

410 32. Supervisors collect the priorities of their subdivisions, without comment.

True
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33. The Comprehensive Planning Process is intended to provide the Board of
Education with "grassroots input."

True

34. .A milestone is, a

False

a) Big-Big rock. j.
b) Part of,the "Noteworthy ProgrSeform" /

.

-c) ',Term signifying who: has prim responsibility for a plan .

d) _Poorly written objective V /

e) Major event or 'activity nece4ary to achieve an Objective

.''5

#
* ,

'A need statement should be approVec4 if /leis in an important area, even
thOugh ledescribes a resource (4e* "More library books are needed.").

True / False.

16. As much as possible, need stag S should describe gaps between "what is"
and."whai ought to be." f.

.

01.

False
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"Getting to.Know the Process"

Using the planning materials,-participants are asked to complete the itemsVelow
providing the best possible answer(s)regarding theMCPS Comprehensive Planning

,,Process. The 1979-80 Guidebook is the majon reference paper for these questions,
although some inferences must be made and the other papers provide further
enlightenmr.

For each item mark the best response. In some cases more than one answer is
correct. Q

Example:

This paper is a

a) Test'
b) Questionnaire
c). Scavenger hunt
d) Way to acquaint one with the process
e) Job application

1. A "need" as defihed by the planning process is the same as a ( A--7) (P t,)

a) Goal a
c). Solution e) Plan

b) Program d) Resource f) None of these

2. The-Comprehensive Planning Process will address itself only to student
outcomes...

True . (x) False

3. The Board of Education will be encoxaAed tiR actively participate in the
Comprehensive Planning Process by ( d07) 0:4?)

a) Outlining action plans for the staff
'b) Identifying liaisons for each local planning team
c) Approving all priorities
d) Approving systemwide priorities
e) b and c'
f) b and d

Th use f the Comprehensive Planning Process this year will result in

a) The Comprehensive Facilities Plan
b) An MCPS Master Plan
c). Long-range Olans,
d) Forecasting techniques
e) FY 81 plans and budget requests



5. A planner reviews preferred plans with his or her supervisor in
re) cp. 3)

a) *Step 6.

b) Stage VI
c) Stage III
d) Step 10

e) Stage IV

6. Status reports (relative to the Comprehensive Planning Process) are
submitted to one's supervisor (b) /47.5.0,e 33)

a) Weekly
. b) Quarterly c) Monthly

7. Action plans should contain (check all that apply) (7c-cd-eV 2741)

a) Reference to approved purpose
b) Program strengths.
c) Objectives
d) Schedule of milestones.
e) Advantages and disadvantages

t- e
8. A. planner should justify needs only with''facts not opinions. C.-/q7

True .60 False

9. The "School Information. Summary" and the "Siipplemeni to School Taiformation
Summary" contain all of'the data elements an MCPS principal (planner) can
;present to his/her supervisor for verifying needs. /.

True 0? -7) X False

10. Previously approved objectives which remain unmet can be considered needs.

()O True False( P t sn's ig./AA e 23 4. 1Need, 4Avia4), ,
11. This year only, Step 14 will be done prior to Step 5.

CA 3)
True X False

12. Each local planning team must include ten members.
(P.')

True X False

13. The rationale for identifying noteworthy programs is(dRA 5")

a) To select persons eligible for stock options
b) To provide recognition*forc'special programs
c) To build upon organizational strengths
d) b and c ;

14. It is p ssible to eliminate some 'present activities as part of the
Compreh ive:Tlanning Process.

CP. 3

X True False
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15. Identify which of items balowrepresent "Approved PurpOsea" and should
be considered when planning. -41';:Y..'(- ,-..-

, i. -2. A.dA) .

t.,' Program of S udies ...

School Info vies
:

.

Annual Test Re
Board Policies

L. Mission But
L- State and al Guidelines

MCPS Goal of Education
Digest_of EduCational Statistics

,

..,4*;

I.

16. Each planner participating in thg /initial (pilot) year mustao each of the
21 steps.

,
True ("x) ,False

17. Each planner should include in his/her needs assessment all of the possible

. (A's. 4 4 7)needs which have been identified.

ne (X) False

18. An "Indication of Need"
r
form is to be completed for all4of the needs which

w, ,e assused. (A; 8)
-

- (ex) False
..,,e

True

19,

a)

b)

c)

d)
e)

The Comprehensive Planning Process should.resultin

A reduction in the number
Each unit having only two
200 MCPS
Each unit having 15
25 syStemwide

of

20.. "Action Plans" should includ44 d
a) LU-cation of committment
b) A lot of activity
c) Advantages and disadvantages
d) Estimated costs
e) Reference to an approved purpose

Ciar s 2 7

Ca-)
("/../Iler red P49.5

priorities.

SSG)

21. The identification of noteworthy programs is optional for the initial year of,

implementing the Comprehensive Planning Process,
C. A V

)() True False

22. MCPS Form 345-51 isNoptional for the inita ar.

X Trtie , False

3

2

4i.e. in 7LI /
C P. 3 4'



23. The actual topics and categories to use when classifying needs (and on the
forms) can be found in the (41) rA49

a) Program of Studies
b) MCPS Goals of Education
c) School Information Summaries
d) Operating Budget for FY 79
e) Conceptual Overview'
f) MCPS Need Assessment Proces s

24. Each planner has to complete which of the following forms?

4
1A.

C P /,ction Plan"
MGPS Form 345-54
"Indication of Need"

(0 opi-lorme0 v "Planning Team Record"
MCPS From 945-63.1A

3 11 - 3 3)

25. It is suggested that Step 6 be achieved in a face-to-face meeting.
(A 7)

True (x) False

26. The'coordinator.of systemwide planning'has to approve all plans before,they
can be presented to the 'Board.

AaPre.09

True (X) False

27. Within the Comprehensive Planning Process priority has the same definition as
objective. ( p. 4)

True (x) False

28., It is possible for a needs assessment to be based solely upon existing data;
i.e., not requiring the gathering of additional documentation.

0:1)
(X) True False.

29. A needs assessment should always involve a questionnaire to be sent to the
community.

CP.1)
True ( X) False

30. Only information supporting a particular need should be given on the "Indication
of Need" form. (P.7)

True 00 False

31. A planning team which identifies a need outside its mission or realm of
authority, should (6) (P.).

a) Nbtify either the _FBI or Jack Anderson
b). Alert the.appropriate planning unit
c) Write a letter to the editor for the local paper
d) Start a petition drive

.32. Supervisors collect the priorities of their subdivisions, without comment.
(p. rped *AroofAoaX)

True 00 False

4
2 4 4



33. The Comprehensive Planning Process is intended to provide the Board of
Education with "grassroots input,"

34. A milestone is a e

( )

A. True False

/ 3 it ,34))

a) Big rock
b) Part of the "Noteworthy Program" form
c) Term signifying'who has prime responsibility for a plan
d) Poorly written objective
e) Major event or activity necessary to achieve an objective

35. A need statement should be approved, if it is in an important area, even
though it describes a resource (i.e., "More library-books are needed.").

6,,feteled ",77 s Js d5Weedll

True (k) False AA - /44"`Y 7'1

A
36. As much as possible, need 64tement(shOuld describe gaps between ."what is"

and "what ought to be."
;/

0.0hered e.4 -t Yid Zerh./ rs 4 Need
VA/y4chsty ?

CC) True.

.#
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E ENSIVE
E

EXTERNAL CONSULTANTS ...EDUCATIONAL PLANNING
.

.

This paper provides a listing of consultants outside
MCPS who could provide assistancurto planners. It
will be continually, updated and should not be viewed
.as'all encompgssing. Suggestions of additional.con-
sultants or consulting firm6 will be readily accepted..
Generblly, management - business - budget - finance -
facilities planning consultants were-omitted, unless
they had experience with other specific planning
techniques which would relate to the MPS Comprehensive
Planning Process.

Compiled by:

Dr. Arthur Steller, Coordinator for
'Systemwide Planning



CONSULTANTS FOR EDUCATIONAL PLANNING

Name, Address and Phone Number Present Position Planning Experience Planning Emphasis

i

Dr. Russell Ackoff Professor Author of several books Operations Research

The Wharton School. Consultant Consultant all over the 'All kinds of Planning

University of Pennsylvania world

Philadelphia, Pa. 19104

215-243-7507

Dr. Robert Armacost

Baltimore City Schois

Center for Planning, Research,

and Evaluation

#3 East 25th Street

Baltimore, MD 21218

301-396-6934 --

Dr. Frank, Banghart

Educational Systems and

Planning Center

Education Building

Florida State University

Tallahassee, FL 32306

904-644-6200

Mr. Roger L. Barton

Accountability and Development

Dallas Independent School District

'3700 Rost Avenue

Dallas, Texas 75204

214-824-1620

Dr. Leroy Bell

School of Graduate Studies

Alabama State University

Montgomery, AL 36101

205-262-3581

2

Deputy Superintendent %Present Position

Director & Professor

Associate Super

Author of one book

Consultant

Present Position

tendent Present Position

Assessment

Systemwide Planning

Systems Planning

Acpuntability

Syslimwide Planning

Dian Some Consulting Systemwide Planning



Name, Addrel and Phone Number Present Position

Or. Leslee J. Bishop

Professor of Curriculum & Planning

College of Education

Professor & Consultant

Planning Experience Planning Emphasis

Consultant for Atlanta, GA Curriculum Planning

Georgia State Dept. of Ed.

University of Georgia

Athens, GA 30602

404-542-1343

Dr, Henry Brinke

Policy' Studies in Education

Academy for Educational Develop ent

680 Fifth Avenue

New York, New York 10019

212-265-3350

Dr. Paul Briggs

College of Education

Arizona State University

Tempe, AZ

602-905-3306'

Director

Educational Consultant

Consultant

Consultant for various

school districts, big

project for Brown Deer

SD in Wisconsin, some

writing and speaking on

planning.

jieeds Assessment

Minimal Standards

(Competency Bised Education)

Evaluation

Retired Superintendent of ' General Planning

Cleveland Public Schools.

(Ohio)

Consultant

AASA-NASE Professor

DT. Carl Candoli Department Chairman " Superintendent of Lansing, General Educatianal

School of'Education Education Administration Michigan Planning

.The University of Kansas Past President - ISED

Lawrence, KS 66045

913- 864 -4432

Dr... Charles Case Dean
°' Past President ISEP Systemwide Planning

C011ege of Education Consultant General Planning

UniVersity of Wisconsin - Oshkosh

Oshkosh, WI 54901

414-424-3322

25



Name, Address and Phone Number Presentliosition

Dr, Marvin J. Cetron

Forecasting International, Ltd.

710011 ettlighIiia-Street

Arlington, Irginia 22201

103-527-1311

Dr, Robert J. Chamberlain

Lansing Public Schools

519 W. Kalamazoo St.

Lansing, MI 48933

517-374-4021

Dr. Richard Chase

Department of Management

College of Business and

Public Administration

University of Arizona

Tucson,' Arizona 85721

606-626-1710

President

Plan erience

Developer of Several

forecasting techniques

Consultant fpr small

private industrial organi-

zatio federal government,

inter ational agencies, etc.

Deputy Superintendent Present Position Systemwide Planning

Planning Emphasis

11

Technological Forecasting

Di. Roger Clough

Mason City COmmunity Schools

120 East State =

Mason City, IA
(1,

!'41 !

515-421-6202
A

---7-,,
1 ' , ii . , -

Professor & Department lathor of articles: n Opeations Aesearch

Aitilige6nt , i'ganagement

gotiultant for

.

.
, 0. ,1

".,. diporatio4 , ,..,-. '1,

,

1,. Conaiatant fo Aalphichaat,er

Th6lialchtikils (Tuso,n;

'AloRzo,na) - lion, nge 1.

lan," ,

, ! '4 , i*' 1 to

Present iositretn;','.

Head

Superintendent

^"

Y 4

pa. Patricia Craig-

Ienter for the Study of

Social Policy

SRI International

333 Ravenswood Avenue

Menlo Park, Californin44025'

415-326-6200

251



Name, Address and Phone Number

Dr. George Crawford

School of Education

The University of Kansas

Lawrence,KS--6604-5

913 -864 -4432

lumor

Dr. Luvern Cunningham

Professor of EducatiOU

College of Education

The Ohio State Univers;Ity

Columbus, OH 43120

614-422-3980

?relent Position

,Associate Professor

Planning Experience Planning Emphasis

Author of Planning

Monograph - articles

Facility Planning

Evaluation Planning

1)

Dr. Robin Curry

Cajon,Valley Union Schooi District

Box 1007

189 Roanoke Road

4L Cajon, CA' 92021

714- 444 -9473

Dr, Linton Deck, Jr.

Orange County Public Schools

P.O. Box 271

434 North TampaAvepue

Orlando, FL 32802

305-422-3200

Mr. Dennis Detsel

McDonald's Corporation

'.McDonald's Plaza

Oak Brook, Illinois ,60521

312-887-3200 fd

Jesse\Dungy, If'

Office of Planning and Development

Bowie State College

Bowie, Maryland 20715

301-464-3227

253

Professor

Consultant

irector of Planning

Research and

Evaluation

Superintendent

I

Consultant for St. Louis, Community Involvement

Toledo, Detroit, etc. in Planning

Staff Seminars

S

Present Position

a

Present Position

Public kelations Director Present PositioQ

Administrative Planning 'Present Position

Consultant on Minority

Needs Asses

MBO

PERT

General Planning

General Planning

Systems Analysis



Alless and Phone Number

Dr, John Goode

John Goods Associates

1903 Fountain' Ridge

Chapel Hill, NC 27515

919-929-6373

Theordore Gordon

The Futures Group

124 Hebron Avenue

Glastonbury, CT 06033

203-633-3501

Present PositiN

Consultant

Wallace Hankins

8 Beach Road

Severna Park, MD 21146

301-269-2195

Dr, Cecil Hardesty

Hardesty 6 Associates, Inc.

7206 Rue de Roark

La Jolla, California 92037

714-459-0030

Dr. L. D. Hasir

Educational Administration.

Education Building 310

University of Texas at Austin

Austin, TeXas 78712

512-471-1711

Dr. Dale Hayes

Department of Ed. Administration

Teachers College

The Universityof Nebraska

Lineoln, NE 6888

402-472-3726

4

wM

President

PlanninLExprience Planning Emphallt

Consulting with 20 school Team Planning

systems AMA Planning

Author of several articles

Business Consulting

Planner -

Dept. Budget & Fiscal

Planning,

State of Maryland

President

Professor Emeritus

Chairman & Professor

Present Position

Co-author state planning

manual

Various govt. planning

Consulting for various

school districts

''Consultant with the

Dallas jndependent School

District (Texas)

Long-Range Planning

Forecasting

Management Planning

Enrollment Projections

Surveys

Management Studies '

0.

General Planning

Teaches a course Facilities Planning

Has several people on his Systems Planning

faculty who are eduCational

planners

Some consulting
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Na, Address and Phone Number

Jefferson Eastmond

World-Wide Education and

Research Institute

231, Stringham Avenue

Salt Lake City, Utah 84109

801 - 486 -6066

Pt'Int Position

Consultant

Plannin(

Consultant for various.

iachool systems.

Planning Emphasis

Needs Assessment

Dr, Fenwick English

Peat, Harwich, Mitchell 6 Co.
0

1990 K Street, MN,

Washington,. C, 20006

202-223-9525

Dr, Nolan Estes

Educational Administration

Education Building

University of Texas at Austin

Austin, Texas 78712

512-471-1711

Dr. Max 'Evans

College Of Education

Ohio University

Athens, Ohio' 45701

614-594-5289

Dr. Richard Featherstone

College of Education

Michigan State University

East Lansing, MI 48824

511- 355 -1855

Eva Freund

Kupfer4rg/Freund Assoc., Inc.

849 North Jacksonville St

Arlington, VA 22205

703-525-8045

Dr, John Gibson

;., School of Graduate Studies

11 Alabama State University

Montgomery, AL 36101

205-262-3581

k.

Educational Consultant '

/Professor

Professor

Professor

Executive Secretary foi

the International

Society for Educational

Planners

Consultant

Professor

Needs Assessment (author) Needs Assessment

PMM has a variety of

experience mostly outside

of education

Past Superintendent ,

of Dallas

Consultant for Phi

Delta Kappa's

Educational Planning

Model, various consulting

and ,former superintendent

Author of Educational

Planning Book

Consultant for various

school systems & Higher

Education

Workshop Trainer

Some Consulting

Systemwide Planning

PDK's Planning Model

Goal Ranking/Rating

Strategy

g-Range Planning

ning Process

her Education)

Strategic Planning

Systemwide Planning 2 5 8



4

ame Address and Phone Number '44Present Position

Dr. Melvin Heller

Depary of Administration

College f Education

Loyola University

Chicago, Illinois 60611

312-670-3000

Planning Experience Planning Emphasis

Chairman & Professor Consulting -Decision-Making

Author of some articles General Planning

Irving 1C,Heirick Administrator

Planning and Technical Dfivelopment

Office of Developtental Projects

Maryland,State'Pepartment of Education

P.O. Box 8717; OWI Airport

Baltimore, Maryland 21240

301-796-8300

Dr. William Hitt

Battelle

Center for Improved.Education

.505 King Avenue

ColumbUs, OH. 43201

614-424=6424

Dr.' Homer Johnson Associates, Inc.

Administrative Seryices

465 Pacific Street

Monterey, CA 93940

Dr. Cliffoid Jones

EduriliOnal'Self7Developtent-,

315 South Maple .Avenue

Greensburg, PA 15601

412136-3462

Dr. Bernard Kaplan

4219'Souih Street

MarcellOs, NY 12108,

315-673-4433

2ti9

Director

Educational Consultant

Educational Consultant

Educational Consultant

Present Position

Present Position

Consulting

Coisulting with a variety

of school . systems

Consultant with many

school systemeon planning

Deputy Assistant

Commissioner

State of Er

ISEP'.- President,

Ixecutive Secretary

NJ, planning

.Consulting.

General Planning

PPBS

MO
Needs Assessment

Systemwide Planning

, Computer Systems

Facilities Planning

Administrative Salary'

Studies

Some Mastl Plans

Master Plans - Long,-

Range Planting

ComFegasive. Edup

Planning

Needs,AsSessment

Participatory Decision

Wing



Name, Address and Phone Number

Dr. Roger Kaufman

Center for Needs Assessment and

Planning

The Florida' State University

Tallahassee, PL 32306

904-644-6200

Dr. Gerald N. King

Dallas Independent',School District

3700 Ross Avenue

Dallas, Micas 75204

214-824-1620

Dr. Stephen Knextvich

School of Education

University of Southern California

Los Angelei, CA 90007

213-746-6741

Present Position

Director & Professor

Controller

Dean

Planning Experience /Planning Emphasis

Author, 'of. 2 books on Systems Approach to

Planning Planning

Consultant Needs Assessment

Present Position Futuristic Forecasting

Budget Planning,

AASA-NASE'Professor' MBO

Consultant General Planning

Author

Dr. Leon Lessinger Dean Author of several books Accountability

College'of.Education', and articles

University OfcSouth Carolina NASE-AASA speaker

ColiAia, South Carolina 29208 Consultant

803-777-1481

W. F. Mason

The Mitre Corporation

Metrek Division

1820 Dolley Midison.Bouleved.,"-

McLean,..Virginia 22102

70342176000:

i, Marvin Matthews

`Education.PlanningCenter

Division of:Curriculum &

Instrudtidnal SeiviCes.

Lds Angeles COiinty'EduchtiO Ctr,

9300 Est Imperiftl Highway

*key, CA, 90242 9Ik

113422-6324 "F'I4

Technical Director

Systems Development

Present Position

4

Diredtor Planning Center Some Consulting

Present Position

ti
Delphi Technique

Identifying Research

Objectives

Planning of Research

Syitemi Approach to

Planning

Needs Assessment



q*-*

P.
4

11/
Name, Address and Phone Number Present Position Planning Experience Planning Emphasis

Dr. James ra

Texas AO Unive sity

College Station, TX 11841

713-845-5400

'Professor ,AASA -NASE Professor

Consulting (some)

Author

Long -Range Planning

Futures Planning,

Dr. Donald Michael Professor of 'Planning and Author General Henning
Progr. in Urban :E% Regional Planning Public Policy Consulting.

,Samuel 'eta-; Dana,Building . Professor of PsychOlogy

The II,. Aty of Michigan,

Ann Michigan 48104

311-163-41 0

Mr. M. Wayne Neff Coordinator, Long-Range Present position in state

Division of Program Planning and Planning department and working

Development with loCal districts

Bureau of Planning and Evaluation
t.

Department of Education ..

Box 911

Harriiburg, PA 11126

717-787-7372

Dr, Arthur Partridge Director.

IducAtional Planning Service Professor

College of Education

University of. Northern Colorado

Greeley, CO 80631

303-351=3862

Predicasts, Inc.

' 200 University Circle Research Center

11001 Cedar Avenue

ClevelanO, Ohio 44106

216-795-3000

Otatistical/Forecast Giving

'Summaries of Indicators)

263

Consulting

Present Position

Long-Range Planning

Facilities Planning

Enrollment Forecas0

eneral Planning

I
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V

Address and Phone Number Present Position

Proaction Institute

Center for the Study of Community

and Education Planning

Erickson Hall

Michigan State University

East Lansing, Michigan 48824

517-355-1855

Dr.'Charles Proctor

429 Southwest Drive

Silver Springs; Maryland

301-593-4158

Dr. ,Bruce Read

Educational Systems Associates

Z23 E. Anderson Lane

Suite 208

Justin, TX 78752

512-345-7652

Ir. George Redfern

?Al. Box 9573

irlington, VA 22209

T03-528-6000

Ir. Roger Schurrer

north ,Carolina State Departlent

of Education

Laleiib, NC' 27611

119-733-3813

Ir.) Hugh Schwartz

lo The Coca-Cola Company

A. Box 3216

'orest City,IL 32751

105852-8400

T. Michael Scriven

'valuation Institute

hiversity of San Francisco

an Prencisco,,CA 94117 t

15 -666 -6266

2

Planning Experience Planning Empasis

Educational Consultant Montgomery County Public Management-By-Objectives

Schools (Maryland) MCPS Comprehensive

Planning Process

President , f AASA-NASE Professor

Consultant

Educational Consultant Consultant with various

systems on planning -

also, personnel evaluation

Director - State Dept.'s ConprehenSive Education

Division of Planning planning on state level

Handbook for Local Districts

ConsultInt

Director

Professor

9

General Planning

Needs Assessment

Systems Approach for

Accountability

MBO

Comprehansive Educational

Planning

I

Former Director of Corporate Long-Range Planning

Corpoiekte Long-Range Monitoring and Forecasting

Planning The Business Environment

Consuleant

Speaker

Writer

Evaluation

Needs Assessment

Futures



Names Adfte and Phone Number

Dr. Herbert Sheathe lm

Department of Educational Mm..

School of Education

The University of.Conneeticut

Storrs, 06268

2037.486-31 7

.,Dr. Ken Simmons

Charles W. Willi inc.

Policy Research 6 Alliseence

Suite 111 -118

801 North Pitt Street

Alexandria, VA 22314

703-548-2501

W. W. Simmons

W. W. Simmons, Inc.

22 Greenwich Plaza

Gpenwigh, CT 06830

?, 203-661-9110

Robert Stilge

qNorthwest Reg nal Foundation

cr North 910' Washington

Spokane, Washington 99201

509-327-5596

Dr.. Daniel Stufflebeam

Director of Evaluation Center

College of Education v

Weitera Michigan University

Wine*, Michigan 49008

616 -383 -1600

4 .

Mr. Sherman D. Taffel

Office of Advancei Planning and

Development

Center for Planning, Regearch and

Evalugtion 'r:

Baltimore City 'Public Schools

3 East 25th Street

Baltiiore, Maryland 21218

. 201739673100

I'

Present Position

Professor

Consultant

COnsultant

Author

I

Executive, Director

Professor

Consultant

Systemwide CPM

Coordinator

11/ Planning Experience Planning Emphasis'

Teaches a course.

/Some consulting

Facilities Planning

Teacher Evaluation

Problem-Solving

Management & Government Systems. Analysis

Consultant , ,pperations Research

forecasting

Research

Computer Systems

Author

Consultant for Various

Businesses

Present Position

Author of articles

Consultant for

Dallas, Texas;

Toledo, Ohio etc.

4sla

Long-Range Planning

Corporate Planning

Strategic Planning

Citizen PaIticipation in

Planning'

Governmental Goal-Setting

Evaluation Planning 7

Decision Making

Critical Path Method

Systemwide' Planning
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Iasi, Address and Phouviabet,

Dr. C. Kenneth Tanner

Department of Educational

Administration and Supervision

College of Education

The University of Tennessee

'Knoxville, Tennessee .37916

615-974-2214

Dr. James Tanner

Cleveland Public Schools

Cleveland, Ohio 44118

216-696-2929

Dr. Sanford Temkin

Research for Better Schools, Inc.

1700 Market Street

Philadelphia, Pennsylvania 19103

215-561-4100

Dr. Conrad Toepfer

Department of Curriculum and

Instructional Media

State University of New York

Amherst, New York 14226

716-831-9000

Michael Tribiley

Topeka Public Schools

624 West 24th Street

Topeka, Kansas 66611

913-233-0313

Dr. Edwin West, Jr.

Highpoint Public Schools.

P.O. Box.789

Highpoint, NC 27261

919- 885 -5161,

Dr. James Zaharis

Mesa Public Schools.

Mesa, Arizona 85201

602-964-6116

2u9

Present Position

Professor,

Deputy Superintendent

Educational Consultant

Professor

General Director of

Planning & Evaluation

Services

Superintendent

V

Plannirlg Experience

(-
Author of ssorted artic

and two bo k.,

Consultant for a, variety

of school systems 'and

organizations,

Prese osition

Consultant for various

school systems and

organizations. '

Author of a variety of

planning materials.

AASA-NASE Speaker,

Author,

Present Position

Formerly with the Dallas

Independent School

District (Texas)

Ptesent Position.

AiSA-NASE Professor

Associate Superintendent AASA-NASE Speaker

Present Position

Planning Emphasis

Operations Research

Computer Utilization

General Plaihiog

Futuristic Planning

MBO

Delphi Technique

Cost Effectiveness

General Planning

Curriculum Planning

General Planning

Forecasting

General Planning

Systemwide Planning,

Developmental Planning

Process

Needs Assessment



General Consulting Firms

American Management Associations
135 West 50 Street
New York, NY 16020
212/586-8100

Battelle Institute
Center for Improved Education
505 King Avenue
Columbus, OH 43201
614/424-6424

Arthur D. Little, Inc.
Acorn Park
Cambridge, MA ,02140
617/864-5770

National Academy for.
American Association
1801 ,North Moore Stre
Arlington, Virginia
703/528-0700 .

School Executives
otimpchool Administrators
et
22209

Planning Exectitives Institute
Tost Office Box 70

. Oxford;' OH 45056

SIMPLAN
300 Eastowne Drive
Chapel Hill, rip- 27514
919/493-2495

Charles Inc.
Policy R search.and Assistance
Suite 1117.-118

701 North Pitt Street
Alexandria, VA 22314
703/548-2501
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